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REVISION HISTORY

Version DELE @ Extent ofRevision
Approval
Consolidéon of existing records serie@mmon to all local government agenci@om all local government general scheduledgd a single recats
December 16| retention schedule No changes to records series titles, descriptions, retention perididposition authority numbers (DANSs), archival

1.0 2008 designations.EXCEPTIONII AuplicateDANshave beerassigned new DANs
New series relating to Electroniméging Systes(EIS) source documents (DANGED14).
Complete revision dihformation Managementunction. New Records Conversion activity creatédbrary records seriegransferredfrom Local
Government General Records Retentioheflule (LGGRR®ersion 5.@nd updated
Electronic Information Systems activity completely revised and placed in Asset Management function.

2.0 January 28, | New archival designations introducédallnew and revisedecords series. (Definitions can be found in th@lossary)

' 2010 Revision numbers have been added to all Disposition Authority Numbers (DANS).

A new sectionRecords with Minimal Retention Valueoversrecordspreviously covered by GSBR2 (which has been discontinued)
wSY2 @SR a{ SO2y RnakB" calutnhsdnsll actiyities witie\é and revisedecordsseries. Alsoemoved extraneousotes about
revisions and corrections in all records series.
Recordsseriesin the Risk Management/Insurance and Legal sectioogefing acidents/incidents, guardian permission for minors, and claims for
damageyhave been revised. The Industrial Insurange2(NJ ®mMEer3ation) section has been updated and consolidated, and a new series co

21 | July 29, 2010 LEOFF 1 claims has been addé&5601-11 (covering contracts and agreements) has been updated to include legal agreements of all kinds, s

liability waivers, hold harmless agreements, insurance waivers, etc. Two hew series covering agency strategic plans hdsteche® new series
coveling Superior Court source records (which have been reproduced) has been aildethsolete records series relating to public disclosure
requests has been discontinued.
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1. AGENCY MANAGEMENT
The function relatingtothe S NI NOKAyY 3 YI yIF3SYSyi

2F GKS 20t 3I20SNYYSyd F3Syode | yR

interaction with its community, and legal matters.

1.1 ADMINISTRATION (GENERAL)
The activity associated with the d&y-day operations bthe agency. Includes shdgrm records that can be disposed of as part of normal
administrative practice.
DISPOSITION
I-II\—IIéM DESCRIPTION OF RECORDS AUTHORITY DISEBEII\IT-II—IOONN:(;\IR?O DESIGNATION
: NUMBER (DAN

1.1.1 | ACCREDITATION, CERTIFICATION, AND DOENBENTATION FOR AGENCY] GS5601-42 | Until superseded or NONARCHIVAL
FUNCTONS AND OPERATIONS Rev. 0 terminated plus 6/ears NONESSENTIAL
Includes documentation of any mandatory or voluntary accreditation, certificati OPR
or licenses for any aspect of an agency's functions and/or operations.

1.1.2 | ADMINISTRATIVE WORKING FILES GS56001-02 | Destroy when obsolete or ARCHIVAL
Subject filexontaining informational copks of various records organized by issug Rev. 0 superseded elected official, | (Appraisal Required)

- : ; NONESSENTIAL
person, subject, or other areas of interest. executive and department OFM
Remarks:Contact your Regional Archivist before disposing of elected official, exec heahd_ fllles are potenlilally
or department head files. Records from this series may be selected for itrianaifel archival- See remarks
preservation at a Regional Archives branch.

1.1.3 | APPOINTMENT CALENDARS GS5001-36 | Destroy when obsolete or NONARCHIVAL

NONESSENTIAL
Remarks: Elected officials and department heads may want to retain appointment Rev.0 superseded See remarks OEM
calendars to documentcdivities and appointments for a longer period of time.

1.1.4 | CHRONOLOGICAL REFERENCE FILE GS56001-08 | Destroy when obsolete or NONARCHIVAL
Also known as readingr day file Used as a chronological reference source Rev. 0 superseded NONESENTIAL
supplemental to correspondence and subject reference files OFM

MANAGEMENT
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11

ADMINISTRATION (GENERAL)

The activity associated with the d&y-day operations bthe agency. Includes sheagrm records that can be disposed of as part of normal

administrative practice.

ITEM
NO.

DESCRIPTION OF RECORDS

DISPOSITION
AUTHORITY
NUMBER (DAN

RETENTION AND
DISPOSITION ACNO

DESIGNATION

1.15

Communications; Executive
LYGSNYyIlLt yR SEGSNYLE O2YYdzyAOl GA2Y
and/or executive managementhat aremade or received in connection with the
transaction of public businesand that arenot coveredby a more specific records
series.

Includes all communication types, regardless of format:
1 Correspondence, email;
T Web sites/forms/pages, social networking postelaomments, etc.;

Includes, but is not limited to:
1 Requests for and provision mifformation/advice
9 Agercy-initiated information/advice.

Excludesion-executive communicationsovered byDANGS2016001

Excludes public records requests covered by B&IR016014.

Excludeghe provision of routine informatiomovered by DAN GS®R2-01.
b2GSY LYF2NXIFGA2YKlI ROAOS Llzmf AaKSR

until the date it is removed/withdrawn.

GS5001-12
Rev. 1

Retainfor 2 years after

communication received or

provided, whichever is later
then

Arrangefor appraisal by

Washington State Archives.

ARCHIVAL
(Appraisal Rquired)
NONESSENTIAL

OFM

1. AGENCY
MANAGEMENT
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1.1 ADMINISTRATION (GENERAL)
The activity associated with the dé&y-day operations bthe agency. Includes shddrm records that can be disposed of as part of normal
administrative practice.
DISPOSITION
I-II\-I%M DESCRIPTION OF RECORDS AUTHORITY DIEEBEI\IT-II-?NN:(;\IR?O DESIGNATION
: NUMBER (DAN
1.1.6 | Communicationg; Non-Executive GS201001 | Retainfor 2 years after NONARCHIVAL
Internal and external communications to or from employees (includes contract¢ ~ Rev.l communication received or | NONESSENTIAL
and volunteers), that are made or received in connection with the transaction @ provided,whichever is later OFM
public businessand that are not overed by a more specific records series. then
o Destroy.
Includes all communication types, regardless of format: estroy.
T Correspondence, email;
1 Web sites/forms/pages, social networking posts and comments, etc.;
Includes, but is not limited to:
1 Requests for and provision of information/advice;
9 Agencyinitiated information/advice.
Excludes executive communications covered by DAA-GE12.
Excludes public records requests covered by DAN GSP01.0
Excludes the provision of routine informationvesed by DAN GSSIP-01.
b2GSY LYF2NXYIFGA2YKlI ROAOS Lz f AaKSR
until the date it is removed/withdrawn.
1.1.7 | INFORMATIONAL REPORODSIPILED FOR AGENGE GS5006F03 | Destroy when obsolete or ARCHIVAL
i Appraisal Required
Remarks:Please contact your Regional Archivist before disposing of this record. Rev. 0 SUpﬁ_rS?de? PoStentlaI K (NFg,r\iEaSSeEcﬁﬁ A)\l
Records from this series may be selected to be transferred to and preserved at a archival value See remarks OFM
Regional Archives branch.
Page7 of 186
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1.1 ADMINISTRATION (GENERAL)
The activity associated with the dé&y-day operations bthe agency. Includes shddrm records that can be disposed of as part of normal
administrative practice.
DISPOSITION
I-II\-I%M DESCRIPTION OF RECORDS AUTHORITY DIEEBEI\IT-II-?NN:(;\IR?O DESIGNATION
: NUMBER (DAN

1.1.8 | MINUTE®&ND FILES OF GENERAL OFFICE MEETINGS GS5001-43 | Date of document plus 2 NONARCHIVAL
Minutes, agenda and meeting filé®m agency staff meetings, internal Rev. 0 years NONESSENTIAL
committees task forcecommittees, and other internal agency meetingiich OFM
meet to coordinate activities, worut problems, serve as soundings boards, or
vehicle for communication.
Remarks: This records series does not include meeting records covered@®1-63$50
and GS5@5B04. (Consistent with State Government agencies General Records
Retention ScheduINUTES AND FILES OF GENERAL OFFICE MEETINGS, GS

1.1.9 | PROJECT FIKESSCELLANEOUS) GS56001-39 | Completion of Project plus 6 ARCHIVAL

. i i Appraisal Required

Remarks: @htact your Regional Archivist before disposing of this record. Records Rev. 0 ye?rs Pdential arﬁhlval (N%)EEZS?,:? A)\l
this series may be selected to be transferred to and preserved at a Regional Archi value- See remarks OPR
branch.

1.1.10 | PUBLIC DISCLOSURBBYISREPORTING GS5001-41 | 6 years NONARCHIVAL
Quarterly reports to the Washington State Public Disclosure Commissating to Rev. 0 NONESSENAL
lobby activities by the agency. Used to document lobby activities with RCW 42 OPR
May include Public Disclosure forms lor their electronic equivalent.

1.1.11 | RESEARCH/PROGRAM REPORTS, STUDIES, SURVEYS, MODELS, AND A GS5601-32 | Destroy when obsolete or ARCHIVAL

i Appraisal Required
Remarks: Contact your Regional Archivist before disposing of this record. Recorg Rev. 0 supﬁrseldetlj Potential K (N‘g,r\ilézsgﬁﬁ A)\l
this series may be selected for transfer to and preservation ag@ira# Archives archival value See remarks OFM
branch.
PageB of 186
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1.2 BOARDS, COUNCILS AND COMMITTEES

The activity of documenting the business of decisiaking bodies, and the administrative arrangements and support provided to them.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIESTLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.2.1 | AFFIDAVIT OF MAILING, POSTING, 4 OPR | 6 years Destroy when | GS5605A20
PUBLICATION OF PUBLIC NOTICES obsolete or Rev. 0
superseded
1.2.2 | AGENDA PACKEABVISORY OFM | 3 years Potential Destroy when | GS5605B02 | Please contact your Regional
COUNCILS, COMMISSIONS, archival value See obsolete or Rev. 0 Archivist before disposing of this
COMMITTEES, AND BOARDS remarks superseded record. Records from this series m
Includes all referenced and attached be selected to be transferred to and
documents. preserved at a &jional Archives
branch.
1.2.3 | AGENDA REQUESTS OFM | 3 years Destroy when | GS5605A-02
obsolete or Rev. 0
superseded
1.2.4 | AGENDAS/BRIEFS/RETS OFM | 3 years Potential Destroy when | GS5605A03 | Contact your Regional Archivist
Council, Commission, or Board Membe archival value See obsolete or Rev. 0 before destroying original record.
Agendas/Briefs/Packets remarks superseded Records from this series may be

selected to be transferred to and
preserved at a Regional Archives
branch.

1. AGENCY
MANAGEMENT
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1.2 BOARDS, COUNCILS AND COMMITTEES

The activity of documenting the business of decisiaking bodies, and the administrative arrangements and support provided to them.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIESTLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.2.5 | ANNUAL REPORABOPTED OPR | PERMANENT as adoptq Destroy wien | GS56005A04 | Contact your Regional Archivist
May also include annual messages of - 1 copy archival See obsolete or Rev. 0 before destroying original record.
chief executive officer. remarks superseded Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
1.2.6 | APPOINMENT®F COUNCIL MEMBEF OPR | PERMANENT (in counc| Destroy when | GS5605A05
COMMISSIONERS AR MEMBERS, commission, or board | obsolete or Rev. 0
DEPARTMENT HEADS, OR OTHER minutes) superseded
AGENCY OFFICIALS
1.2.7 | AUDIO/VIDEO RECORDINGS OF OFl OPR | 6 years OR 1 year if Destroy whe GS56005A06 | Due to the limited life span of
PROCEEDINGS transcribed, and obsolete or Rev. 0 magnetic recordings, this records
Magnetic sound or video recording of transcription is approveq superseded series cannot serve as a permanen
governing council, commission, or boal See remarks record of the official proceedings.
proceedings which may be used to Verbatim accounts of meetings are
prepare minutes. often required as evidence in court
proceedings involving decisions,
which result in ordinances,
resolutions, or official policy.
1.2.8 | AUDIO/VIDEO TAPE RECORDINGS ( OFM | Keep until approval of | Destroy when | GS5605B-05
MEETINGS ADVISORY COUNCILS, written minutes obsolete or Rev. 0
COMMISSIONS, COMMITTEES, AND superseded

BOARDS

1. AGENCY
MANAGEMENT
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1.2 BOARDS, COUNCILS AND COMMITTEES

The activity of documenting the business of decisiaking bodies, and the administrative arrangements and support provided to them.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIESTLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.2.9 | CORRESPONDENAIE/ISORY OFM | 2 years Potential Destroy when | GS5@01-53 | Please contact your Regional
COUNCILS, COMBEIONS, archival value See obsolete or Rev. 0 Archivist before disposing of this
COMMITTEES, AND BOARDS remarks superseded record. Records from this series m
be selected to be transferred to and
preserved at a Regional Archives
branch.
1.2.10 | INDEXES TO MINUTEXRDINANCES, | OFM | PERMANENTPotential | Destroy when | GS50805A12 | Contact your Regional Archivist
AND RESOLUTIONS archival value See obsolete or Rev. 0 before destroying original record.

ESSENTIAL RECORBeds security
microfilm backup See remarks.

remarks

superseded

Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch. The information in this
records gries should be protected
from loss or damage by offsite
storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.

1. AGENCY
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1.2 BOARDS, COUNCILS AND COMMITTEES

The activity of documenting the business of decisiaking bodies, and the administrative arrangements and support provided to them.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIESTLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.2.11 | MINUTESADVISORY COUNCILS, OPR | 6 years Potential Destroy when | GS5605B04 | Please contact your Regional
COMMISSIONS, COMMITTEES, AND archival value See obsolete or Rev. 0 Archivist before dispasg of this
BOARS remarks superseded record. Records from this series m
Includes all references and attached be selected to be transferred to and
documents. preserved at a Regional Archives
branch.
1.2.12 | MINUTES OF OFFICIAL PROCEEDIN| OPR | PERMANENTPotential | Destroy when | GS5605A13 | Contact your Regional Archivist
APPROVED AND SIGNEDBludes all archival value See obsolete or Rev. 0 before destroying original record.
referenced and attached documents. remarks superseded Records from this series may be

ESSENTIAL RECORBeds security
microfilm backup See remarks.

selected to be transferred to and
preserved at a Regional Archives
branch. The informtion in this
records series should be protected
from loss or damage by offsite
storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

1.2 BOARDS, COUNCILS AND COMMITTEES

The activity of documenting the business of decisiaking bodies, and the administrative arrangements and support provided to them.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIESTLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.2.13 | OATHS OF OFFICE OPR | End of term of office Destroy when | GS5605A15 | This records series should be
plus 6 years obsolete or Rev. 0 protected from loss or damage by
ESSENTIAL RECORBeds security superseded storage of a security microfilm
microfilm backup See remarks. backup at the State Archives.
Security microfilm must meet
Washington State Archives technicg
standards.
1.2.14 | ORDINANCE AND RESOLUTION OFM | 3 years Potential Destroy when | GS5601-25 | Contact your Regional Archivist
DEVELOPMENT FILES archival value See obsolete or Rev. 0 before disposing of this record.
Documentation of the analysis and remarks superseded Records from this series may be

development of ordinances and/or

resolutions submitted for the approval
2F GKS
commission, or board.

F3SyoeQa 3;

selected for transfer to and
preservation ala Regional Archives
branch.

1. AGENCY
MANAGEMENT
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

1.2 BOARDS, COUNCILS AND COMMITTEES

The activity of documenting the business of decisiaking bodies, and the administrative arrangements and support provided to them.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIESTLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.2.15| ORDINANCES AND RESOLUTIONS | OPR | PERMANENTPotential | Destroy when | GS5605A16 | Contact your Regional Archivist
archival value See obsolete or Rev. 0 before destroying original record.
ESSENTIAL RECORBeds security remarks superseded Records from this series may be
microfilm backup See remarks. selected to be transferred to and
preserved at a Regmal Archives
branch. The information in this
records series should be protected
from loss or damage by offsite
storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
1.2.16 | PETITONS TO THE COUNCIL, OPR | 6 years Destroy when | GS5605A17
COMMISSION, OR BOARD obsolete or Rev. 0
superseded

1. AGENCY
MANAGEMENT
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

1.2 BOARDS, COUNCILS AND COMMITTEES

The activity of documenting the business of decisiaking bodies, and the administrative arrangements and support provided to them.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIESTLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.2.17 | RECORDS OF PUBLIC HEARINGS | OPR | PERMANENTPotential | Destroy when | GS5605A18 | Contact your Regional Archivist
May include verbatim agenda, minutes archival valueSee obsolete or Rev. 0 before destroying original record.
transcripts, speaker sign up, written remarks superseded Records from this series may be
testimony, and official notices. selected to be transferred to and
preserved at a RegiahArchives
ESSENTIAL RECORBeds security branch. The information in this
microfilm backup See remarks. records series should be protected
from loss or damage by offsite
storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
1.2.18 | REPORT®UBMITTED T@&VERNING | OPR | 6 years Potential Destroy when | GS5605B03 | Please contact your Regional
COUNCIL, COMMISSION, COMMITTE archival value See obsolete or Rev. 0 Archivistbefore disposing of this
BOARD, OR EXECUTIVE BY THE remarks superseded record. Records from this series m
ADVISORY COUNCILS, COMMISSIOI be selected to be transferred to and
COMMITTEES, AND BOARDS preserved at a Regional Archives
branch.
1.2.19 | SPECIAL PURPOSE DISTRICT OPR | 6 years Destroy when | GS5605A25 | Reference RCW 36.96.090 (1)
INFORMATION STATEMEMNNUAL obsolete or Rev. 0
Statement required to be submitted to superseded

the appropriate county auditor by

individual junior taxing districts

1. AGENCY
MANAGEMENT
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Washington State Archives Local Governmen€anmon RecordsRetention ScheduléCORE
Office of the Secretary of State Version 2.1 (July 201C

1.2 BOARDS, COUNCILS AND COMMITTEES

The activity of documenting the business of decisiaking bodies, and the administrative arrangements and support provided to them.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIESTLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.2.20 | SUBCOMMITTEE MINUTES/REPORT| OPR | 6 years Potential Destroy when | GS5605A08 | Contact your Regional Archivist
archival value See obsolete or Rev. 0 before destroying original record.
remarks superseded Records from this series may be
sdected to be transferred to and
preserved at a Regional Archives
branch.
1.2.21 | TRANSCRIPTIONS OF AUDIO/VIDE(Q OPR | 6 years Potential Destroy when | GS5605A21 | Contact your Regional Archivist
TAPES OF OFFICIAL PROCEEDINGS archival value See obsolete or Rev. 0 before destroying originakcord.
remarks superseded Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

1.3 COMMUNITY RELATIONS
¢CKS FTOGAGAGE 2F (GKS 20t 3I20SNYYSyid I3Syo0eqQa AYyiSNrOGAz2y 6AGK
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORL  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.3.1 | BIOGRAPHICKLLES OFM | Destroy when obsolete | Destroy when | GS5606F01 | Please contact your Regional
or superseded obsolete or Rev. 0 Archivist before disposing of this
Potential archival Mae - | superseded record. Reords from this series ma
See remarks be selected to be transferred to and
preserved at a Regional Archives
branch.

132 |/ L¢L¥%9Db{ Q /REQEESTS L | OFM | Matter closed plus 3 Destroy when GS5001-09 | The retention of Citizens' Complain
Communications from citizens making years obsolete or Rev. 0 and Requests can be delegated to
complaint or request, as well as the superseded the responding agency. The
associated agency response. responding agency will retain the

original request along with the
response.

1.3.3 | HISTORICAL FIIFSTHE AGENCY OFM | Destroy when obsolete | Destroy when | GS5606F02 | Please contact your Regional

or superseded obsolete or Rev. 0 Archivist before disposing of this
Potential value- See superseded record. Records from this series m

remarks

be selected to be transferred to ancd
preserved at a Regional Archives
branch.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

1.3 COMMUNITY RELATIONS
¢CKS FTOGAGAGE 2F (GKS 20t 3I20SNYYSyid I3Syo0eqQa AYyiSNrOGAz2y 6AGK
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORL  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.3.4 | NEWSPAPER CLIPPINGS OFM | Destroy when obsolete | Destroy when | GS56006F05 | Please contact your Regional
or superseded obsolete or Rev. 0 Archivist before dispging of this
Potential archival value | superseded record. Records from this series m
See remarks be selected to be transferred to and
preserved at a Regional Archives
branch.

1.3.5 | PHOTOGRAPHSJDIO/VISUAL OFM | Destroy when obsolete | Destroy when | GS56006F06 | Please contact your Regional
MATERIAL or superseded obsolete or Rev. 0 Archivist before disposing of this
Photographic negatives and prints may Potential archival value | superseded record or to discuss transferifo
be held at Regional Archives for See remarks permanent preservation and
permanent preservation and security security backup.
backup- See remarks.

1.3.6 | PRESS RELEASES OFM | Destroy when obsolete | Destroy when | GS56006F07 | Please contact your Regional

or superseded obsolete or Rev. 0 Archivist before disposingf this
Potential archival value | superseded record. Records from this series m

See remarks

be selected to be transferred to and
preserved at a Regional Archives
branch.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

1.3 COMMUNITY RELATIONS
¢CKS FTOGAGAGE 2F (GKS 20t 3I20SNYYSyid I3Syo0eqQa AYyiSNrOGAz2y 6AGK
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORL  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
1.3.7 | PUBLIC OPINION POLLS OFM | Destroy when obsolete | Destroy when GS56001-30 | Contact your Regional Archivist
or superseded obsolete or Rev. 0 before disposing of this record.
Potential archival value | supeseded Records from this series may be
See remarks selected for transfer to and
preservation at a Regional Archiveg
branch.
1.3.8 | SCRAPBOOKSD ALBUMS OFM | Destroy when obsolete | Destroy when | GS5606F08 | Please contact your Regional
or superseded obsolete or Rev. 0 Archivist before disposing of this
Potential archival value | superseded record. Records from this series m
See remarks be selected to be transferred to and
preserved at a Regional Archives
branch.
1.3.9 | SPEECHES OFM | Destroy when obsolete | Degroy when GS5006F09 | Please contact your Regional
or superseded obsolete or Rev. 0 Archivist before disposing of this
Potential archival value | superseded record. Records from this series md

See remarks

be selected to be transferred to and
preserved at a RegionArchives
branch.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

1.4 CONTRACTS/AGREEMENTS
The activity of managing contracts and agreements entered into by the local government agency and processes invohesatliopimeit of such
contracts and agreements.
DISPOSITION
I-IIIEM DESCRIPTION OF RECORDS AUTHORITY DISEE?I\IT-II-SDNN:C’\IT[I)ON DESIGNATION
: NUMBER (DAN
1.4.1 | BID AND PROPOSALES (SUCCESSFUL BIDS AND PROPOSALS ONLY) GS5008A01 | 6 years after completion of | NONARCHIVAL
Case histories of requests for bids and proposalsrovide the agency with goods Rev. 0 purchase or fulfiment of NONESSENTIAL
and services, including specifications, bid evaluation documents, the chosen b contract. OPR
proposal, and statements of qualification.
1.4.2 | CONSULTANT AND CONTRABUSRERS GS5008A02 | Destroy when sperseded NONARCHIVAL
Rev. 0 plus 6 years NONESSENTIAL
OFM
1.4.3 | Contracts and Agreements GS5001-11 | Retainfor 6 years afte NONARCHIVAL
Instruments signed by the agency and one or more pattiasset out terms and Rev.1 | termination or expiration of | NONESSENTIAL
conditions to which the signing parties agree or submit. instrument OPR
Includes, but is not limited to: then
Destroy.
1 Leaseescrow, and rental agreements
1 Liability waivershold harmless, insurance, etc.)
1 Inter-agency, intraagency, intergovernmental, inteflocal agreements;
1 Warrantees;
1 Personal service, client service, purchasing agreements.
Excludepublic recordgransfer agreements with Washington State Archives covere
by GS201@21.
1.4.4 | PRICE CHECKSD INFORMAL QUOTATIONS GS5608A06 | Destroy when obsolete or NONARCHYAL
Rev. 0 superseded NONESSENTIAL
OFM
Page20 of 186
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

1.4 CONTRACTS/AGREEMENTS
The activity of managing contracts and agreements entered into by the local government agency and processes invohesatliopimeit of such
contracts and agreements.
DISPOSITION
IIEM DESCRIPTION OF RECORDS AUTHORITY DIEEE?I\IT-II-SDNN:CNT[I)ON DESIGNATION
. NUMBER (DAN
1.45 | PURCHASE ORDER, REQUISITION AND BILSTONGS GS5608A07 | 3 years NONARCHIVAL
Listing of purchase order, requisitioasd/or bids in numerical order, including Rev. 0 NONESSENTIAL
date, item, amount, department, and vendor. OFM
1.4.6 | UNSUCCESSFUL BIDS AND PROPOSALS GS5608A11 | 3years NONARCHIVAL
Includes statement of qualification. Rev. 0 NONESSENTIAL
OFM
1.4.7 | WOMEN AND MINORITY OWNED BUSINESS ENTERPRISE(\NVNIBE) GS5008A13 | 6 years NONARCHIVAL
COMPLIANCE REPORTS Rev. 0 NONESSENTIAL
OPR
Page21of 186
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

1.5 LEGAL
¢CKS FTOGAGAGE 2F YIylr3aAay3a GKS 3Syodeqa tS3alFf | FFIFANSRIEZ AyOfdzRAY3
DISPOSITION
|Il|éM DESCRIPTION OF RECORDS AUTHORITY DIZEBEII\IT-II-:;)NN:C,Z\IT?ON DESIGNATION
: NUMBER (DAN
1.5.1 | Attorney General Opinions GS5302-01 | Retainuntil no longer NONARCHIVAL
i NONESSENTIAL
Note: Opinions issued by the Office of the Attorney General (AG) areatesign Rev1l neﬁded for agency business OEM
I NDKAGEE Ay G(GKS 1 DQa NBO2NRA NBGOSY(A: then
Destroy.

1.5.2 | BOND PROJEEILES. EGAL COUNSEL GS5302-06 | 6 years after redemption of | NONARCHV/AL
Contract, correspondence and other legal documents for bond projects (condu Rev. 0 project or building bonds NONESSENTIAL
non-conduit). OPR

1.5.3 | Claims for Damages GS5001-10 | Retainfor 6 years after claiml NONARCHIVAL
Records relating to claims for damages filed either against the agency by othej  Rev.1 | closed NONESSENTIAL
parties, or by the agency against other parties. then OPR
Excludesg 2 NJ ®mdEration claims, which are covered by records series in the Destroy.

Industrial Insurance section.
Excludes litigation case files covered by G@584.
1.5.4 | LEGAL ISSUES/AD\RLES GS5302-05 | Destroy when obsolete or NONARCHIVAL
Rev. 0 superseded NONESSENTIAL
OFM

1.5.5 | LEGAL OPINIONS GS5302-03 | PERMANENTPotential ARCHIVAL
Official interpretations made by agency attorney regarding questions of legal ri Rev. 0 archival value See remarks | (Appraisal Required
or liabilities affecting the agency or any of its departmeantsl offices. NON'(E)IS%ENT'AL
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE
Version 2.1 (July 201C

1.5 LEGAL
¢CKS FTOGAGAGE 2F YIylr3aAay3a GKS 3Syodeqa tS3alFf | FFIFANSRIEZ AyOfdzRAY3
DISPOSITION
ILI(E)M DESCRIPTION OF RECORDS AUTHORITY DIZIEBEII\IT-II-:;)NN:CIZ\IT?ON DESIGNATION
: NUMBER (DAN
1.5.6 | Litigation Case ites GS5302-04 | Retainfor 10 years after case ARCHIVAL
Documentation of a civil suit by the agency against another partgiefense of the Rev.l closed (Appraisal Required
agency and/or agency employee against suit by another party. then NON(E)IS:;ENT'AL
Note: Primary copies of official court documents are held permanently by the Cler C\;;as?]?r?f?ornag?;?elszrghives
Superior Court, dt0 years by the District or Municipal Court Administrator. 9 )
1.5.7 | RESTITUTION STATEMENT GS5006B17 | 6 years NONARCHIVAL
Source document backup foilling. Rev. 0 NONESSENTIAL
OPR
Page23of 186
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

1.6 PLANNING, MISSION, AND CHARTER
The activity of documenting and determining the local government ageicy 2 6 2S00 A @Sasx FyR (GKS YSIya F2NJ
DISPOSITION
IIII(E)M DESCRIPTION OF RECORDS AUTHORITY DIEIE(BI;’I\IT-II-SJNN:C’Z\IT[I)ON DESIGNATION
: NUMBER (DAN

1.6.1 | AGENCY CHARTER® BY.AWS GS5605A01 | PERMANENTPotential ARCHIVAL
Official, adopted charter defining scope of the agency and its rights, responsibi Rev. 0 archival value See remarks | (Appraisal Required
and authority. ESSENTIAL

OPR
1.6.2 | Census Recordsom the State Office of Financial Management GS5001-37 | Retainuntil no longer ARCHIVAL
' Appraisal Requi
Note: Tls record is retained permanently by tBffice ofFinancial Managemernin Rev.1 nesded for agency business| ( ,\Tgﬁséassé?\lu;m
accordance with its records retention schedule. then . OEM
Arrangefor appraisaby
Washington State Archives.

1.6.3 | CHARTER HISROFILES GS5605A07 | Agency option Potential ARCHIVAL
Includes past, current, and proposed chartevkich will provide background and Rev. 0 archival value See remarks | (Appraisal Required
historical reference for county or city charter review. NON(E)IS:EENT'AL

1.6.4 | FRANCHISES GS5005A10 | Termination or withdrawal ARCHIVAL

Rev. 0 plus 6 years Potential (Appraisal Required
archival value See remarks ESSENTIAL
OPR
1.6.5 | GOALS & OBJECTIVES WORHLES GS5605A11 | 3 years NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
1.6.6 | Strategic Plang Development GS2016079 | Retainuntil no longer need NONARCHIVAL
wSO2NRa NBflFGAy3a (2 GKS RS@St2LISyid 27 Rev. 0 for agency business NONESSENTIAL
then OFM
Destroy.
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Washington State Archives Local Governmen€anmon RecordsRetention ScheduléCORE
Office of the Secretary of State Version 2.1 (July 201C

1.6 PLANNING, MISSION, AND CHARTER
The activity of documenting and determining the local government ageicy 2 6 2S00 A @Sasx FyR (GKS YSIya F2NJ

DISPOSITION
ILI(E)M DESCRIPTION OF RECORDS AUTHORITY DIEIE(EI;’I\IT-II-SDNN:C’?\IT[I)ON DESIGNATION
: NUMBER (DAN

1.6.7 | Strategic Plang Final Version GS201@80 | Retainuntil no longer ARCHIVAL
Final vesion of agencywide strategic, longi SN LJX 'y dzaSR G2 I f A Rev. 0 neecded for agency business | (Permanent Retentioh
organizational and budget structure with its priorities, missions, and objectives. then NONESSENTIAL

Transferto Washington State OFM
Archives.

1.6.8 | Work Plans GS5001-38 | Retainuntil no longer NONARCHIVAL
Plans describing work to be performed by divisions and units of the agency Rev. 1 neeced for agency business | NONESSENTIAL
includingtimelines and areas of responsibilftyr specific actionsAlso includes then OFM
records relating to the development of work plans. Destroy.

Excludes ageneyide strategc plans covered by GS206080.
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Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

1.7 POLICIES AND PROCEDURES

The activity of creating systematic approaches teragions and processes.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
G SERIES TITLE AND DESCRIPTION or | DOCUMENT/ORIGINAL) RECQ OTHER) RECOR[  AUTHORITY REMARKS
OFM COPY COPIES NUMBER
1.7.1 | ADMINISTRATIVE PROCEDBWRBS OFM | Destroy when obsolete | Destroy when | GS56001-01
INSTRUCTIONS or superseded obsolete or Rev. 0
Internal procedures and instructionrs superseded
Guidance on any routine internal
procedure or protocol required for day
to dayoperations. Includes work
assignmentso staff.
1.7.2 | OFFICIAAGENCY POLICY AND OPR | Adoption- Permanent Destroy when | GS56001-24 | Contact your Regional Archivist
PROCEDURE BIRIVES, REGULATIC obsolete or Rev. 0 before destroying original record.
AND RULES superseded Records from this s&s may be

Officially adopted policies, procedures
or public rules affecting the entire
agency. Activated through executive g
department head signate, ordinance
or resolution.

selected to be transferred to and
preserved at a Regional Archives
branch.

Essential RecordNeeds security
microfilm backup.
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Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

1.8 RISK MANAGEMENT / INSURANCE
The activity of identifying and mitigating risks to the local government agency.
DISPOSITION
IIII(E)M DESCRIPTION OF RECORDS AUTHORITY DIEIE(EI;’I\IT?(I)\INAAI\ICE)TION DESIGNATION
: NUMBER (DAN
1.8.1 | Accident/Incidents¢ No Claim Filed (Under Age 18) GS5606C03 | Retainfor 3 years after NONARCHIVAL
Records relating to aagnts/incidents involving individual(s) younger than age 1 Rev. 1 individual reaches age 18 NON-ESSENTIAL
and where claims for damages aret filed. Includes, but is not limited to, reports then OFM
and investigations. Destroy.
Includes agency copy of Reports of Accident filled out for volunteer fire fighters an
reserve officers in accordance with RCW 41.24.210.
Excludes hazardous materials accidents and incidents covered bylG830
1.8.2 | Accident/Incidents¢ No Claim Filed (Age 1&hd Older) GS201081 | Retainfor 3 years after date | NONARCHIVAL
Records relating to accidents/ incidents involving individuals age 18 and older, Rev. 0 of incident NONESSENTIAL
where claims for damages amet filed. Includes, but is not limited to, reports ang then OFM
investigations. Destroy.
Includes agency copy of Reports of Accident filledfauvolunteer fire fighters and
reserve officers in accordance with RCW 41.24.210.
Excludes hazardous materials accidents and incidents covered bylG830
1.8.3 | DISASTER DAMAGE DECLARATION STATEMENTS GS5014-02 | 3 years Potential archival ARCHIVAL
Rev. 0 value- See remarks (Appraisal Required
NONESSENTIAL
OFM
1.8.4 | DISATER PREPAREDNESS AND RECOVERY PLANS GS5014-03 | Destroy wherpbsolete or ARCHIVAL
Rev. 0 superseded plus 6 yeafs (Appraisal Required
Potential archival valueSee ESSENTIAL
remarks OFM
MANAGEMENT



Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

1.8 RISK MANAGEMENT / INSURANCE
The activity of identifying and mitigating risks to the local government agency.
DISPOSITION
I"[II(EJM DESCRIPTION OF RECORDS AUTHORITY DIEIE(EI;’I\IT?(I)\INAAI\ICE)TION DESIGNATION
: NUMBER (DAN
1.8.5 | DISASTER/EMERGENCY MANENHERLAN GS5006C07 | Destroy when obsolete or NONARCHIVAL
Rev. 0 superseded plus 6 years ESSENTIAL
OFM
1.8.6 | FEDERAL EMERGENCY MANAGEMENT AGENCELEBAA) GS56006G32 | Claim closed plus 6 years NONARCHIVAL
Federal claims made following disasters. Rev.0 NONESSENTIAL
OPR
1.8.7 | FIDEITY AND SUREI®VERAGE BONDS GS56006G09 | Termination of policy plus 6 | NONARCHIVAL
Rev. 0 years NON-ESSENTIAL
OPR
1.8.8 | INSURANCE AUDITS, SURWREPODRTS GS5006C15 | 4 years NONARCHIVAL
To document and analyze the coverage, premium ¢a@std seinsurance costs Rev. 0 NONESSENTIAL
OFM
1.8.9 | Insurance Policies Purchased GS5006G16 | Retainfor 6 years after NONARCHIVAL
Includes accident/injury, sickness, automobile, theft fiability, life, and all other Rev. 0 termination or expiration of ESSENTIAL
insurance policies purchased by the agency. coverage OPR
Note: The Local Records Committee suggests that policies which allow claims then
retroactive to their period of coverage should be retained permanently. Consult yg Destroy.
risk manager.
1.8.10 | INSURANCE POLICY CERTIFICATES GS5006G04 | PERMANENT NONARCHIVAL
Rev. 0 ESSENTIAL
OPR
MANAGEMENT
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Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

1.8 RISK MANAGEMENT / INSURANCE
The activity of identifying and mitigating risks to the local government agency.
DISPOSITION
ILICEJM DESCRIPTION OF RECORDS AUTHORITY DIEIE(-I;I;’I\IT?(’)\INAAI\IC[?)TION DESIGNATION
: NUMBER (DAN
1.8.11 | RISK DATA GS5006G25 | 4 years NONARCHIVAL
Information compiled on the costs, liability for risks to which the ageneypssed, Rev. 0 NONESSENTIAL
and the allocation of expense required to support the risk management prograt OFM
1.8.12 | STORM/DISASTER RESPONSE ACTION FILES GS5018-29 | 6 years Potential archival ARCHIVAL
Documentation of agency's activities and locations of work performed on storm Rev. 0 value- See remarks (Appraisal Required
floods, and oher emergencies. NONESSENAL
OPR
1.8.13 | Travel Permission (Under Age 18) GS5606G35 | Retdn for 3 years after NONARCHIVAL
Records relating to parental/legal guardian permission for minors (includes Rev. 1 individual reaches age 18 NONESSENTIAL
employees, students, interns and volunteers) under age 18 to travel outside ag then OFM
facilities to participate in agenegpproved program, events and activities Destroy.
provided thatan accident/incident hagot occurred.
Includes, but is not limited to:
1 Notices and announcements;
1 Signed permission slips;
1 Approvals for use of private vehicles.
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2.

¢tKS Fdzy OGA2Yy 2F YIyl3IAy3

ASSET MANAGEMENT

maintenance, inventory, and disposal.

GKS 20Kt 3I2GSNYYSyi

I 3 S y)Arclodes atkaégaisition; £ 24 S {

2.1 AUTHORIZATION
The activity of granting and/or receiving permission or approval in relation to asset management.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM REC®D COPY COPIES NUMBER
2.1.1 | CONFINED SPACE PERMHS OPR | 1 year Destroy when | GS5006B26 | Reference WAC 298095006
Records of internallyssued permits obsolete or Rev. 0 (Retention period specified by WA(
(notices) for individual entries into superseded
confined spaceas provided by WAC
296-809, which should include
documentation that required safety
procedureswere followed.
2.1.2 | FIREALARM APPLICATION OPR | Termination pls 6 years| Destroy when | GS506C11
obsolete or Rev. 0
superseded

2. ASSET
MANAGEMENT
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2.2 DESIGN AND CONSTRUCTION

The activity of designing, constructing, or remodeling of buildings, structofesstructure etc., owned, leased or otherwisecoipied by the local

government agency.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.2.1 | ASBUILT CONSTRUCTION PROJEC] OPR | Life or sale of facility plu| Destroy when | GS5018-06 | Contact your Regional Archivist
PLANS 3 years Potential archivé obsolete or Rev. 0 before destroying original record.
Documentaion of the actual physical value- See remarks superseded Records from this series mag b
product of each construction project. selected to be transferred to and
Documents both the aapproved design preserved at a Regional Archives
and changes made during constructior] branch. The information in this
records series should be protected
ESSENTIAL RERDXNeeds security from loss or damage by offsite
microfilm backup See remarks. storage of a security microfilm
backup at State Archives. Security
microfilm must meewWashington
State Archives technical standards.
2.2.2 | ASDESIGNED DRAWINGS OFM | Completion of project Destroy when | GS5018-07 | If asbuilt is not produced, then the
Documents used to guide the plus 6 yearsSee obsolete or Rev. 0 as-designed becomes primary copy
construction of roads, bridges, building remarks superseded and needs to be kept for life of

and other public facilities. May include
drawings for temporary activities (i.e.,
project traffic, erosion contrgletc).

May be posted with changes during
construction and becomasbuilts (see
DAN GS508-06).

structure plus 3 years
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2.2 DESIGN AND CONSTRUCTION

The activity of designing, constructing, or remodeling of buildings, structofesstructure etc., owned, leased or otherwisecoipied by the local

government agency.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.2.3 | CAPITAL IMPROVEMEWNID/OR LEVY| OFM | Completion of project Destroy when GS5107-04 | Contact your Regional Archivist
PLANNIN®ROJECT FILE Potential archival value | obsolete or Rev. 0 before disposing of this record.
See remarks superseded Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
2.2.4 | OONSTRUCTIQMOG OFM | Completion and Destroy when | GS5107-07
Chronological listing of the pgoess of acceptance of project | obsolete or Rev. 0
construction projects. plus 6 years supersedd
2.2.5 | CONSTRUCTIONROJECT FILES OPR | Completion of project Destroy when | GS5618-10
Case file documentation ahe progress plus 6 years obsolete or Rev. 0
and completion of each agency public superseded

works or emineering construction
project.
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2.2 DESIGN AND CONSTRUCTION

The activity of designing, constructing, or remodeling of buildings, structofesstructure etc., owned, leased or otherwisecoipied by the local

government agency.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
2.2.6 | ENGINEERINGND ARCHITECTURAL | OPR | Disposal or sale of Destroy when | GS5006B-02 | Contact your Regional Archivist
DRAWINGAND SPECIFICATIONS property plus 10 years | obsolete or Rev. 0 before destroying original record.
Architectural, structural, plumbing, Potential archival value | superseded Recods from this series may be

electrical, etc.

ESSENTIAL RECORBeds security
microfilm backup See remarks.

See remarks

selected to be transferred to and
preserved at a Regional Archives
branch. The information in this
records series should be protected
from loss or damage by offsite
storage of a security microfilm
backup at State Archives. Sdty
microfilm must meet Washington
State Archives technical standards.
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2.2 DESIGN AND CONSTRUCTION

The activity of designing, constructing, or remodeling of buildings, structofesstructure etc., owned, leased or otherwisecoipied by the local

government agency.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
2.2.7 | FACILITIES STANDARDS AND OFM | 10 years after Destroy when | GS5505G04 | Contact your Regional Archivist
SPECIFICATIONS MANUAL superseded Potential obsolete or Rev. 0 before disposing of this record.
Documentation of standards and archival value See superseded Records from this series may be

specifications for the construction,

operation and maintenance of agency

facilities.

ESSENTIAL RECORBeds security
backup- See remarks.

remarks

selected to be transferred to and
preserved at a Regional Archives
branch. The information in this
records series should be protected
from loss or damage by offsite
storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical stdards.
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2.2 DESIGN AND CONSTRUCTION
The activity of designing, constructing, or remodeling of buildings, structofesstructure etc., owned, leased or otherwisecoipied by the local
government agency.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
2.2.8 | INSTALLED EQUIPMENT/SYSTEM | OPR | 6 years after the Destroy when | GS5006B22
DOCUMENTATION FACILITY AND equipment or system is | obsolete or Rev. 0
PROPERTY MANAGEMENT disposed of oreplaced | superseded

Documentation of major equipmerutr
operating systems, such as sound or
audio-visual systemsnot integral to the
structure of a facility, which may be
installed and replaced during the life of
the facility. May inelde system layout
descriptions, specifications, operating
manuals, warrantees, installation
drawings and other documentation
integral to the maintenance and
operation of the equipment or system.
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2.3 DISPOSAL
¢KS OGA@GAGE 2F RA&LRAaAAY3I 2F GKS t20Hf I2@0SNYYSyd | 3SyodeQa | aa
TEM OPR PRIMAR (SOURCE SECONDARY (ALl  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
2.3.1 | ADVANCE NOTIFICATIONS OF AUC| OFM | 3 years or until Destroy when | GS56008C01
completion of State obsolete or Rev. 0
 dzRA G2 NRa § superseded
report
2.3.2 | AUCTION AUTHORIZATION FILES | OFM | Clerk of governing Destroy when | GS5008CG02
Copy of resolution or ordinance and council, commission, or | obsolde or Rev. 0
related documents authorizing auction board- PERMANENT | superseded
of surplus property. Attach to resolution or
ordinance
2.3.3 | EQUIPMENT AND VEHICLE SALE All OPR | 6 years Destroy when | GS56006E08
SALVAGEECORD obsolete or Rev. 0
superseded
2.3.4 | SURPLUS PROPERTY INVENTORY | OFM | 3 years Destroy when | GS56008G07
TRANSFER SHEET obsolete or Rev. 0
Transferring specific fixed assets from superseded
departments to Stplus Property
Page36 of 186
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2.4 ELECTRONIC INFORMATION SYSTEMS
The activity of developing, implememgi, maintaining, and usingexctronic information system®store, protect, process, transmit and securely retrig
information.
SeeAGENCY MANAGEME&ITontracts/Agreementdor software licenses and service agreements.
See additionactivitiesin ASSE MANAGEMENfbr recordsseriesrelating to the purchase, inventory, maintenarared disposal of information
technology hardware and thirgarty software.
DISPOSITION
IIEM DESCRIPTION OF RECORDS AUTHORITY DISEQ;II\IT-II—IOONN:CNT[I)ON DESIGNATION
: NUMBER (DAN

2.4.1 | Access Authorization (Network/System/Data)Employee G2010002 | Retainfor 6 years aftr NONARCHIVAL
Records documenting the authorization of employee (includes contractors and) ~ Rev.0 |G SNXY Ayl dA2y 2 ESSENTIAL
volunteers) access to agency systems, networks, applications, records, and dg or OPR

. - . 6 years aftesystem no
Includes, but is not limited to, requests and approvals for access and permissig longer in usewhichever is
sooner
then
Destroy.

2.4.2 | Applicationsg Planning and Review GS5006A01 | Retainfor 6 years after NONARCHIVAL
Records documenting the planning and pasy L)t SYSy G A2y NF Rev.1 | finalization of project NON'(EDS;?ENT'AL
computer software applications, databases, and websites (internet and intrane then

Destroy.
Includes, but is not limited to: ¥
1 Requirements and objectives documents/statements;
1 Feasibility studies;
1 Charter, cost/benefit analyses, investment plans;
1 Postimplementation reviews/evaluations/recomendations.
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2.4 ELECTRONIC INFORMATION SYSTEMS
The activity of developing, implememgi, maintaining, and usingexctronic information system®store, protect, process, transmit and securely retrig
information.
SeeAGENCY MANAGEME&ITontracts/Agreementdor software licenses and service agreements.
See additionactivitiesin ASSE MANAGEMENfbr recordsseriesrelating to the purchase, inventory, maintenarared disposal of information
technology hardware and thirgarty software.
DISPOSITION
I-I{IEM DESCRIPTION OF RECORDS AUTHORITY DISEQ;II\IT-II—IOONN:CNT[I)ON DESIGNATION
: NUMBER (DAN
2.4.3 | Applicationsc Technical Design and Implementation GS5006A03 | Retainuntil application or NONARCHIVAL
Records documenting the technical design an LJt SYSy G A2y g Rev.l | versioniso longer needed ESSENTIAL
computer software applications, databases, and websites (internet and intrane for agency business OFM
. - and
Includes, .but is not Ilmlteq to: . all records within the
1 Design documentation/detail; application have been
1 Database schema artictionaries; migrated or dipositioned in
' Source code; accordance with a current
1 System ad program change descriptions/authorizations; approved ecords retention
1 Development plans (for testing, training, conversion, and acceptance); schedule
1 Release notes; then
1 Operational and user instructions; Destroy.
1 Acceptance testing.
2.4.4 | Audit Trailg Infrastructure G2010003 | Retainfor 1 year after date NONARCHIVAL
Records documenting authorizations for and modifications to the configurationj ~ Rev.0 | of activity NONEIS:;ENT'AL
YR aSidAy3a fuctirk(@ewhlld Bytads s, nktyoTkNI: then
servers, etc.) Destroy.
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2.4 ELECTRONIC INFORMATION SYSTEMS
The activity of developing, implememgi, maintaining, and usingexctronic information system®store, protect, process, transmit and securely retrig
information.
SeeAGENCY MANAGEMETontracts/Agreementgor software licenses and service agreements.
See additionactivitiesin ASSE MANAGEMENfbr recordsseriesrelating to the purchase, inventory, maintenarared disposal of information
technology hardware and thirgarty software.
DISPOSITION
ILEM DESCRIPTION OF RECORDS AUTHORITY DISEQ;II\IT-II—IOONN:CNT[I)ON DESIGNATION
: NUMBER (DAN
2.4.5 | Automated/Scheduled Tasks GS201@04 | Retainuntil no longer NONARCHIVAL
Records relating to schedulechraputer-driven tasks including, but not limited:to Rev.0 | needed for agency business NON(E)IS:;ENT'AL
1 Event logs; then
1 Run reports and requests; Destroy.
1 Task schedules;
1 Successful completion reports.

2.4.6 | Backups for Disaster Preparedness/Recovery GS5006A02 | Retainuntil no longer NONARCHIVAL
w2dziAySs O8O0t AOFt oF Oldada 2F GKS 3 Rev.l |neededforagencybusiness) ESSENTIAL
of disaster prepardness and recovery. then OFM

Destroy.

2.4.7 | Helpdesk Requests GS20105 | Retainfor 1 year after NONARCHIVAL
Records relating to employee (includes contractors and volunteers) requests f¢ ~ Rev. 0 | finalization of request NONEIS:;ENT'AL
advice and assistance in using information systemd applications. then

Destroy.
Note: Maintenance and repair of IT hardware is coveredAy GS506B13. Y
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2.4 ELECTRONIC INFORMATION SYSTEMS
The activity of developing, implememgi, maintaining, and usingexctronic information system®store, protect, process, transmit and securely retrig
information.
SeeAGENCY MANAGEMETontracts/Agreementgor software licenses and service agreements.
See additionactivitiesin ASSE MANAGEMENfbr recordsseriesrelating to the purchase, inventory, maintenarared disposal of information
technology hardware and thirgarty software.
DISPOSITION
IIEM DESCRIPTION OF RECORDS AUTHORITY DISEQ;II\IT-II—IOONN:CNT[I)ON DESIGNATION
: NUMBER (DAN

2.4.8 | Network ¢ Design and Build GS20106 | Retainuntil no longer NONARCHIVAL
wSO02NRa R20dzySyidAay3a GKS RSaArday InyR Rev.0 | needed for agency business| ESSENTIAL
technology network. then OFM

: - Destroy.
Includes, but is not limited to:
1 Network diagrams and build guides;
1 Master control list of Internet Protocol (IP) address assignments;
1 Uniform Resource Locator (URL) addresses and passwords.

2.4.9 | Online Content Management GS2016007 | Retain for 1 year after onlinel NONARCHIVAL
Records documenting theublishingof thel 3 § y O & Qiterreyandinget) Rev.0 | content removed NONgﬁaENT'Al
content then

) o Destroy.

Includes, but is not limited to:

1 Requestiapprovalsto upload/update/remove content;

1 Confirmation of content upload/update/removal;

1 Pointin-time record of webpage/site (screenshot, snapshot, site map).
Note: All published content consistdrafividualrecordswhich have their own separat
retention requirementsEach of hese recordmust be retained for the current
approved minimum retention peri¢g) according to their applicable records series.
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2.4 ELECTRONIC INFORMATION SYSTEMS
The activity of developing, implememgi, maintaining, and usingexctronic information system®store, protect, process, transmit and securely retrig
information.
SeeAGENCY MANAGEMETontracts/Agreementgor software licenses and service agreements.
See additionactivitiesin ASSE MANAGEMENfbr recordsseriesrelating to the purchase, inventory, maintenarared disposal of information
technology hardware and thirgarty software.
DISPOSITION
ILEM DESCRIPTION OF RECORDS AUTHORITY DISEQ;II\IT-II—IOONN:CNT[I)ON DESIGNATION
: NUMBER (DAN

2.4.10 | Security Monitoringg Incident GS201@08 | Retainfor 1 year after NONARCHIVAL
wSO2NRE NBftlIdAy3 (G2 GKS NRdziay$S &8g Rev.0 |investigation finalized NONESSENTIAL
systems where a security incident has occurred.

: - . . Destroy.
Includes, but is not limited to, intrusion and event logs.

2.4.11 | Security Monitoringg No Incident GS201@09 | Retainuntil determined that | NONARCHIVAL
RecordNB f I §Ay3 (2 GKS NRdzZiAyS &SOdzNA G Rev.0 | no security incident has NONESSENTIAL
systems where a security incident has not occurred. ochrred OFM

. . . : then
Includes, but is not liméd to, intrusion and event logs. Destroy.

2.4.12 | System Health Monitoring GS201010 | Retainuntil no longer NONARCHIVAL
Records relating to the routine monitodh 2 ¥ G KS LISNF 2 NI y| Rev.0 | needed for agency business NONESF?\AENT'AL
information management systems. then

] o ) Destroy:.
Includes, but is not limited to, benchmarks and reale performance logs.
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2.4 ELECTRONIC INFORMATION SYSTEMS
The activity of developing, implememgi, maintaining, and usingexctronic information system®store, protect, process, transmit and securely retrig
information.
SeeAGENCY MANAGEMETontracts/Agreementgor software licenses and service agreements.
See additionactivitiesin ASSE MANAGEMENfbr recordsseriesrelating to the purchase, inventory, maintenarared disposal of information
technology hardware and thirgarty software.
DISPOSITION
IIEM DESCRIPTION OF RECORDS AUTHORITY DISEQ;II\IT-II—IOONN:CNT[I)ON DESIGNATION
: NUMBER (DAN
2.4.13 | Usageg Monitoring GS5006A05 | Retainfor 1 year after NONARCHIVAL
Records relating to theonitoring2 ¥ ( KS 38y 0eqa Ay T2N Rev.l |actviy NON(E)IS:;ENT'AL
systems to ensure appropriate use. then
: - Destroy.
Includes, but is not limited to:
1 Login records;
1 Internet activity logs (&s visited, downloads/uploadsjdeo/audio
streaming, etc.);
i Fax and telephone logs.
Note: Thecontentof records created or received by enygles(includes contractors
and volunteers) must be retained for the currapproved minimum retention period(s
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2.5 ENVIRONMETAL MANAGEMENT

¢CKS FTOGAGAGE 2F YIylF3aAy3a FyR Y2yAl2 sdvibaneniikchiding girQdoif, andvga@rSdklityy efuiles 3
hazardous wastbandling and documentation
TEM OPR PRIMARY (SOURCE SECONDARY (ALl  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[]  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.1 | CERTIFICATE OF DISPOSAL AND OPR | 50 years Destroy when | GS5626-01 | The information in this records serie
DESTRUCTION OF HAZARDOUS WA obsolete or Rev. 0 should be protected from loss or
superseded damage by offsite storage of a
ESSENTIAL RECOREeds security security microflm backup at State
microfilm backup See Remarks Archives. Security microfilm must
meet Washington State Archives
technical standards.
2.5.2 | CRITICAL MATERIALS LIST OPR | Life of approved activity| Destroy when | GS56011-10 | The information in this records serie
A list of chemical types and quantities obsolete or Rev. 0 should be protected from loss or
for critical (hazardous) materials stored superseded damage by offsite storage of a
on a site as per regulations. securitymicrofilm backup at State
Archives. Security microfilm must
ESSENTIAL RECORReeds security meet Washington State Archives
microfilm backup See remarks. technical standards.
2.5.3 | ENVIRONMENTAL MONITORING OFM | Disposition of land or 3 years GS5107-10 | Contact your Region&rchivist
REPORTS facility plus 10 years Rev. 0 before disposing of this record.

Potential archival value
See remarks

Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
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2.5 ENVIRONMETAL MANAGEMENT

¢CKS FTOGAGAGE 2F YIylF3aAy3a FyR Y2yAl2 sdvibaneniikchiding girQdoif, andvga@rSdklityy efuiles 3
hazardous wastbandling and documentation
TEM OPR PRIMARY (SOURCE SECONDARY (ALl  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[]  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.4 | ENVIRONMENTAITE ASSESSMENT | OPR | OPR (for parcels of Destroy when | GS5006B-24 | Contact your Regional Archivist

An analysis of environmental condition: property owned by the | obsolete or Rev. 0 before destroying original record.
on individual parcels of real property agency): Until superseded Records from this series may be
either owned or considered for purchag assessment superseded selectedto be transferred to and
by the agency, including hazmus or sale of property plus preserved at a Regional Archives
materials and conditions. 10 years Potential branch.

archival value See

Remarks.

OFM (for parcels not

acquired by the agency)

Destroy when bsolete

or superseded

Potential archival value

see Remarks

2.5.5 | GENERATOR ANNUAL DANGEROUS OPR | 50 years Destroy when | GS5019-02 | This records series should be

WASTE REPORAZARDOUS MATERI/ obsolete or Rev. 0 protected from loss or damage by
ADMINISTRATION superseled offsite storage of a security microfiln

(To Department of Ecoloygummary of
hazardous waste removal.

ESSENTIAL RECORBeds security
microfilm backup See remarks.

backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
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2.5 ENVIRONMETAL MANAGEMENT
¢CKS FTOGAGAGE 2F YIylF3aAy3a FyR Y2yAl2 sdvibaneniikchiding girQdoif, andvga@rSdklityy efuiles 3
hazardous wastbandling and documentation
TEM OPR PRIMARY (SOURCE SECONDARY (ALl  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[]  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

2.5.6 | HAZARDOUS MATERIALS ABATEME OPR | 50 years Destroy when | GS5019-10 | This records series should be
PROJECHILE obsolete or Rev. 0 protected from loss or damage by
Includes records of asbestos remqval superseded offsite storage of a security microfiln
underground storage tantemoval, and backup at State Archives. Security
other largescale hazardous material microfilm must met Washington
removal. State Archives technical standards.

NOTE: There is no limitation of
ESSENTIAL RECORBeds security action on the agency's liability for th
microfilm backup See remeks. exposure of individuals to hazardou
materials.

2.5.7 | HAZARDOUS MATERIALS OPR | 50 years Destroy when | GS5019-03 | This records series should be
ACCIDENT/INCIDEREPORT obsolete or Rev. 0 protected from loss or damage by
Description of accident and cleanup. superseded offsite storage of a security microfiln
Includes information on personal backup at State Archives. Security
exposure. microfim must meet Washington

State Archives technical standards.
ESSENTIAL RECORBeds security
microfilm backup See remarks.
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2.5 ENVIRONMETAL MANAGEMENT

¢CKS FTOGAGAGE 2F YIylF3aAy3a FyR Y2yAl2 sdvibaneniikchiding girQdoif, andvga@rSdklityy efuiles 3
hazardous wastbandling and documentation
TEM OPR PRIMARY (SOURCE SECONDARY (ALl  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[]  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.8 | HAZARDOUS MATERIALS CERTIFIC| OPR | 50 years Destroy when | GS56019-04 | This records series should be
OF DESTRUCTION obsolete or Rev. 0 protected from loss or damage by
superseded offsite storage of a security microfiln
ESSENTIAL RECORPBeds security backup at State Archives. Security
microfilm backup See remarks. microfilm must meet Washington
State Archives technical standards.
2.5.9 | HAZARDOUS MATERIALS DISPOSAI OPR | 50 years Destroy when | GS5019-12 | This records series should be
RECORDS AND/OR CERTIFICATE Ol obsolete or Rev. 0 protected from loss or damage by
DESTRUCTION superseded offsite storage of a security microfiln

Documentation of hazardous materials
disposed oby the agency. May include
used oil, car parts, etc.

ESSENTIAL RECORBeds security
microfilm backup See remark.

backup at State Archives. Security
microfilm must meewWashington
State Archives technical standards.
NOTE: There is no limitation of
action on the agency's liability for th
exposure of individuals to hazardou
materials.
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2.5 ENVIRONMETAL MANAGEMENT

¢CKS FTOGAGAGE 2F YIylF3aAy3a FyR Y2yAl2 sdvibaneniikchiding girQdoif, andvga@rSdklityy efuiles 3
hazardous wastbandling and documentation
TEM OPR PRIMARY (SOURCE SECONDARY (ALl  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.10 | HAZARDOUS MATERIEMERGENCY | OPR | Completion of report Destroy when | GS5019-16 | Contact your Regional Archivist
RESPONSE PLAN plus 6 years Potential | obsolete or Rev. 0 before destroying original record.
Annual reports prepared for the State archival value See superseded Records from this series may be
Emergency Response Commission remarks selected to be transferred to and
(SERC).ocal Emergency Planning preservedat a Regional Archives
Committees (LIPC) and local fire branch.
departments that document hazardous
materials and their locationsThe report
makes emergency planners aware of
hazardous material®tated in their
jurisdiction.
2.5.11 | HAZARDOUS MATERIEMPLOYEE OPR | PERMANENT Destroy when | GS5019-05 | This records series should be
RIGHT TO KNONWPLEMENTATION obsolete or Rev. 0 protected from loss or damage by
PLAN superseded offsite storage of a security microfiln

ESSENTIAL&BRD Needs security
microfilm backup See remarks.

baclkup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
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2.5 ENVIRONMETAL MANAGEMENT

¢CKS FTOGAGAGE 2F YIylF3aAy3a FyR Y2yAl2 sdvibaneniikchiding girQdoif, andvga@rSdklityy efuiles 3
hazardous wastbandling and documentation
TEM OPR PRIMARY (SOURCE SECONDARY (ALl  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.12 | HAZARDOUS MATERIALS INSPECTI{ OPR | 50 years Destroy when | GS5019-06 | This records series should be
AND TEST REPORTS obsolete or Rev. 0 protected from loss or damage by
superseded offsite storage of a security microfiln
ESSENTIAL RECONBeds security backup at State Archives. Security
microfilm backup See renarks. microfilm must neet Washington
State Archives technical standards.
NOTE: There is no limitation of
action on the agency's liability for th
exposure of individual to hazardous
materials.
2.5.13 | HAZARDOUS MATERIALS INVENTOR OPR | 50 years Destroy when | GS5019-07 | This records series should be
SHEET obsolete or Rev. 0 protected from loss or damage by
List of chemicaland other hazardous superseded offsite storage of a security microfiln

materials present in each work area.

ESSENTIAL RECORPBeds security
microfilm backup See remarks.

backupat State Archives. Security
microfilm must meet Washington
State Archives technical standards.
NOTE: There is no limitation of
action on the agency's liability for th
exposure of individuals to hazardou
materials.
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2.5 ENVIRONMETAL MANAGEMENT

¢CKS FTOGAGAGE 2F YIylF3aAy3a FyR Y2yAl2 sdvibaneniikchiding girQdoif, andvga@rSdklityy efuiles 3
hazardous wastbandling and documentation
TEM OPR PRIMARY (SOURCE SECONDARY (ALl  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.14 | HAZARDOUS MATERIALS MANAGEN OPR | 50 years Destroy when | GS5019-08 | This records series should be
PLAN obsolete or Rev. 0 protected from loss or damage by
superseded offsite storage of a security microfiln
ESSENTIAL RECONBeds security backup at State Archives. Security
microfilm backup See remarks. microfilm must meet Washington
State Archives techecal standards.
NOTE: There is no limitation of
action on the agency's liability for th
exposure of individuals to hazardou
materials.
2.5.15 | HAZARDOUS MATERIALS TRAINED | OPR | 50 years Destroy when | GS5019-09 | This records series should be
PERSONNEL LIST obsolete or Rev. 0 protected from lss or damage by
Includes certifications and lists of superseded offsite storage of a security microfiln

persons trained in handling hazanas
materials such as asbestobcludes
attendance information and completion
date.

ESSENTIAL RECORBeds security
microfilm backup See remarks.

backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
NOTE: There is no limitation of actiq
on the agency's liability for the
exposure of individual® hazardous
materials.
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Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

2.5 ENVIRONMETAL MANAGEMENT

¢CKS FTOGAGAGE 2F YIylF3aAy3a FyR Y2yAl2 sdvibaneniikchiding girQdoif, andvga@rSdklityy efuiles 3
hazardous wastbandling and documentation
TEM OPR PRIMARY (SOURCE SECONDARY (ALl  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.16 | HAZARDOUS WASTE DISPOSAL PEl OPR | 30 years Destroy when | GS5501M-04 | Reference WAC 17303-281, and
obsolete or Rev. 0 WAC 173303806
superseded
2.5.17 | MATERIALS SAFETY DATA SHEET.(] OPR | 30 years Destroy when | GS5019-11 | Please reference WAC 292-05207.
obsolete or Rev. 0 This records series should be
ESSENAL RECORDeeds security superseded protected from loss or damage by
microfilm backupSee remarks. offsite storage of a security microfiln
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
2.5.18 | NOTIFICATIOBIF DANGEROUS WAST OPR | Destroy when Destroy when | GS56019-13
ACTIVITHAZARDOUS MATERIALS superseded or when obsdete or Rev. 0
ADMINISTRATION item is no longer on superseded

hand
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2.5 ENVIRONMETAL MANAGEMENT

¢CKS FOGAGAGE 2F YIylr3aAay3

hazardous wastbandling and documentation

FYR Y2YyA G2 Hdvissamendikcliding giddoif, andiveardnality Sglubles | 3

TEM OPR PRIMARY (SOURCE SECONDARY (ALl  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.19 | PESTICIDE SPRAY APPLICATION OPR | 7years Destroy when | GS5018-43 | Reference RCW 17.21.100 (3)
DOCUMENTATION obsolete or Rev. 0
Includes location and crop or site whert superseded
applied, date and time application of
pesticide was applied, product name at
environmental protection agency
registration number, amount and
concentration of pesticide applied
number of acres or other appropriate
measure to which pesticide applied,
licensed applicator's information,
direction/estimated velocity of winet
time of application, etc.
2.5.20 | PHYSICAL EXAMINATION REPQFORS| OPR | 50 years Destroy when | GS5019-01 | This records series should be
EMPLOYEES EXPOBEBBIAZARDOUS obsolete or Rev. 0 protected from loss or damage by
MATERIALS superseded offsite storageof a security microfilm

ESSENTIAL RECORBeds security
microfilm backup See remarks.

backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

2.5 ENVIRONMETAL MANAGEMENT

¢CKS FOGAGAGE 2F YIylr3aAay3

hazardous wastbandling and documentation

FYR Y2YyA G2 Hdvissamendikcliding giddoif, andiveardnality Sglubles | 3

TEM OPR PRIMARY (SOURCE SECONDARY (ALl  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
2.5.21 | POLLUTIOAND POLLUTION CONTR({ OFM | 5 years Potential Destroy when | GS5505H01 | Environmental records for electrical
STUDIES archival value See obsolete or Rev. 0 utility facilities must beetained for
remarks superseded at least 25 years as provided by

18CFR125.2. Contact your Region:
Archivist before disposing of this
record. Records from this series mg
be selected to be transferred to and
preserved at a Regional Archives
branch.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

2.5 ENVIRONMETAL MANAGEMENT

¢CKS FTOGAGAGE 2F YIylF3aAy3a FyR Y2yAl2 sdvibaneniikchiding girQdoif, andvga@rSdklityy efuiles 3
hazardous wastbandling and documentation
TEM OPR PRIMARY (SOURCE SECONDARY (ALl  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
2.5.22 | REMEDIAL SIFEESSUPERFUND SIT| OPR | Submission of final Destroy when | GS5019-14 | This records series should be
SPECIFIC financial status report | obsolete or Rev. 0 protected from loss or damage by
Contains all documents relating to: plus 10 years Potential | superseded offsite storage of a security microfiln

chemical analysis servicpsrformed to
support Superfund remedial and
removal, sitespecific records relating to
removal activities and activities
conducted at remedial sites. Exampleg
Correspondence, quality assurance
plans, endangerment assessmerisk
assessment, health and safety plans,
potentially responsible party searches
and investigations, projects operations
plans, remedial investigation reports,
feasibility studies, Comprehensive
Environmental Response, Compensati
and Liability Informatin System
(CIRCLISuperfund removal records,
removal response files.

ESSENTIAL RECORBeds security
backup- see Remarks

archival value See
remarks

backup at State #shives. Security
microfilm must meet Washington
State Archives technical standards.
Contact your Regional Archivist
before destroying original record.
Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch. Reference 40CFR35.6705.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

2.5 ENVIRONMETAL MANAGEMENT

¢CKS FTOGAGAGE 2F YIylF3aAy3a FyR Y2yAl2 sdvibaneniikchiding girQdoif, andvga@rSdklityy efuiles 3
hazardous wastbandling and documentation
TEM OPR PRIMARY (SOURCE SECONDARY (ALl  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
2.5.23 | STATE ENVIRONMENTAL POLICY A( OPR | Disposal or sale of Destroy when | GS5505H02 | Environmental records for electrical
(SEPADETERMINATION OF property plus 10 years | obsolete or Rev. 0 utility facilities must be retained for
SIGNIFICANCE OR N&XNNIFICANCE See remarks superseded at least 25 years as provided by
18CFR125.2.
2.5.24 | STATE ENVIRONMENTAL POLICY A( OPR | Disposal or sale of Destroy when | GS5505H03 | Envronmental records for electrical
(SEPAENVIRONMENTAL CHECKLIS] property plus 10 years | obsolete or Rev. 0 utility facilities must be retained for
See remarks superseded at least 25 years as provided by
18CFR125.2.
2.5.25| STATE ENVIRONMENTAL POLICY A( OFM | Issuance of permit Destroy when | GS5107-26
(SEPAENVIRONMENTAL IMPACT obsolete or Rev. 0
STATEMENWNORK FILES superseded
2.5.26 | STATE ENVIRONMENTAL POLICY A( OPR | Disposal or sale of Destroy when | GS5505H04 | Reference WAC 1971.
(SEPAENVIRONMENTAL IMPACT property plus 10 years | obsolete or Rev. 0 Environmental records for electal
STATEMENTS Potential archival value | superseded utility facilities must be retained for

Submitted for land use code approval ¢
agency projects.

See remarks

at least 25 yes as provided by
18CFR125.2Contact your Regional
Archivist before disposing of this
record. Records from this series mg
be selected to be transferred to and
preserved at a Regional Archives
branch.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

2.5 ENVIRONMETAL MANAGEMENT

¢CKS FOGAGAGE 2F YIylr3aAay3

hazardous wastbandling and documentation

FYR Y2YyA G2 Hdvissamendikcliding giddoif, andiveardnality Sglubles | 3

TEM OPR PRIMARY (SOURCE SECONDARY (ALl  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
2.5.27 | SUPERFUND TOXIC CHEMICAL REL OPR | Submission of final Destroy when | GS5019-15 | Contact your Regional Archivist
FILES financial status report | obsolete or Rev. 0 before destroying original record.
Contains documents relating to plus 10 years Potential | superseded Records from this series may be

requirement for submission of
information relating to the release of
toxic chemicals under Section 313 SAR
Title 11l Emergency Planning and
Community Righto-Know Act (EPCRA)
Information collected is intended to
inform the general public and the
communites surrounding covered
facilities about releases of toxic
chemicals. Includes EPA forms,
inspection reports, consent agreements
and other information for listed toxic
chemicals.

archival value See
remarks

selected to be transferred to and
preserved at a Regional Archives
branch. Reference 40CFR35.6705.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

2.5 ENVIRONMETAL MANAGEMENT

¢CKS FTOGAGAGE 2F YIylF3aAy3a FyR Y2yAl2 sdvibaneniikchiding girQdoif, andvga@rSdklityy efuiles 3
hazardous wastbandling and documentation
TEM OPR PRIMARY (SOURCE SECONDARY (ALl  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[]  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.5.28 | UNDERGROUND STORAGE TANKS | OPR | End of Calendar Year | Destroy when | GS5019-18 | CFR Citation: 400CFR 28.045
ROUTINE OPERATIONDAN plus 10 years. obsolete or Rev. 0 WAC Citation: WAC 17360-355
MAINTENANCE RECORDS superseded.
Series is used to document routine
testing, inspection and monitoring of
agencyowned underground storage
tankscontaining regulatedubstances.
May include correspondence, inspectio
and testing reports related to equipmer
integrity, corrosion, tightness
calibration, etc. Also includes repair ar
modification documentation and
additional records used to demonstrate
that tanks are perated in compliance
and $ate and Federal regulations.
2.5.29 | WASTE MATERBAANALYSIBEPORTS| OPR | Completion of analysis | Destroy when | GS5006B23
Documentation of analysis of waste plus 6 years obsolete or Rev. 0
materials, such as used oil, which are superseded

used to determine if the materials
should be disposed of or egcled as
non-hazardous or hazardous waste.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE
Version 2.1 (July 201C

2.6 INVENTORY
The activity of detailing or itemizing goods, materials and resouncesperiodic basis.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
2.6.1 | FIXED ASSET INVENTORIES OFM | Destroy when obsolete | Destroy when | GS5006B04
or superseded plus 3 obsolete or Rev. 0
years superseded
2.6.2 | INVENTORY OF FIXED ASSETS OFM | 3 years or until Destroy when | GS5603A18
Includes fixed asset inventory (yea completion of State obsolete or Rev. 0
end) as well as documentation of I dzZRA 2 N&@ian S| superseded
current status and updates and report
adjustments to the fixed asset
inventory.
2.6.3 | INVENTORY OF MATERIALS/ OFM | 3 years Destroy when | GS5008B-02
EQUIPMENTCHANGES AND TRANSH obsolete or Rev. 0
superseded
2.6.4 | INVENTORY/YEERD REPORT OFM | 3 years Destroy when | GS56008B-03
obsolete or Rev. 0
superseded
2.6.5 | PARTS CONTROL HIEeSord of OFM | 3 years Destroy when | GS56006E12
vehicle/equipmentparts in stock. obsolete or Rev. 0
superseded
2.6.6 | PARTS INVENTORY OFM | 3 years after obsolete orf Destroy when | GS56006E17
superseded obsolete or Rev. 0
superseded
Page57 of 186
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

2.6 INVENTORY
The activity of detailing or itemizing goods, materials and resouncesperiodic basis.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
2.6.7 | PARTS MASTER LISTING RBEPORT | OFM | 3 years after obsolete onf Destroy when | GS5606E18
superseded obsolete or Rev. 0
superseded
2.6.8 | RECORD OF SUPSIDRAWN FROM | OFM | 3 years Destroy when | GS5603A22
CENTRAL STORES obsolete or Rev. 0
superseded
2.6.9 | SURPLUS PROPERTY INVENTORY | OPR | 6 years Degroy when | GS56008G06
obsolete or Rev. 0
superseded
2.6.10 | TREENVENTORY OFM | Until obsolete or Destroy when | GS5006B-25 | Contact your Regional Archivist
Documents the number, type, age, and superseded plus 3 yearg obsolete or Rev. 0 before destroying original record.
estimated height of trees on agency - Potential archival valug superseded Records from this series may be

owned property uder an agency
adopted inventory policy, e.dpistorical
or ornamental trees.

- See Remarks

selected to be transferred to and
preserved at a Regional Archives

branch.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

2.7 LEASING / USAGE
The ativity of the local government agency either acquiring or granting temporary authority to use goods, materials and resources.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM RECORD COPY COPES NUMBER
2.7.1 | BILLINGO OTHER AGENCIES FOR | OPR | 6 years Destroy when | GS56006E01
OF VEHICLES AND EQUIPMENT obsolete or Rev. 0
superseded
2.7.2 | EQUIPMENT AND VEHICLE CHECK({ OFM | 3 years Destroy when | GS56006E03
LOG obsolete or Rev. 0
superseded
2.7.3 | EQUIPMENT AND VEHICLE DATA Al OFM | 3 years Destroy when | GS5006E04
STATISTICAL REPORTS obsolete or Rev. 0
superseded
2.7.4 | EQUIPMENT AND VEHICLE LEASES| OPR | Termination of lease pluj Destroy when | GS56006E05
6 years obsolete or Rev. 0
superseded
2.7.5 | EQUIPMENT AND VEHICLERESRJES| OFM | 3 years Destroy when | GS5606E09
obsolete or Rev. 0
superseded
2.7.6 | EVICTION RECORDS OPR | 6 years after judgment | Destoy when | GS5505A09
Eviction records, legal eviction files. or final decision obsolete or Rev. 0
superseded
2.7.7 | FACILITY RENTAL/USE SCHEDULE | OFM | 3 years Destroy when | GS5107-11
obsolete or Rev. 0
superseded
Page59 of 186
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

2.7 LEASING /USAGE
The ativity of the local government agency either acquiring or granting temporary authority to use goods, materials and resources.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM RECORD COPY COPES NUMBER
2.7.8 | FACILITY UBHTHORIZATION PERMI OPR | 6 years Destroy when | GS5107-12
obsolete or Rev. 0
superseded
2.7.9 | LEASES OPR | Termination plus 6 yearq Destroy when | GS5505A07
Official documentation of leasder obsolete or Rev. 0
property leasedy and from other superseded
parties and agency property leased to
the public.
Pages0 of 186
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

2.8 MAINTENANCE
The activity of repairing or servicing the assets of the local government agency. Includes buildings, vehicles, and.equipmen
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM REORD COPY COPIES NUMBER
2.8.1 | ACCIDENT/TRAFFIC COLLISIOS OFM | 6 years after last entry | Destroy when | GS56006E13
obsolete or Rev. 0
superseded
2.8.2 | ACCIDENT/TRAFFIC COLLBEP®RTY OPR | Washington State Patrol Agency GS5105F01
Agency reference copies of reports on retains for 6 years retain for 6 Rev. 0
accidents occurring on roads and streg years
within the agency's jurisdictiorof following date
traffic monitoring purposes. of report
2.8.3 | BOILERESSEL REPORTS OFM | Destroy when obsolete | Destroy when | GS5606B01
A. Report of bodr inspection by or superseded obsolete or Rev. 0
custodian. B. Report of boiler or hot superseded
water tanks by insurance company or
Department of Labor and Industries.
2.8.4 | EQUIPMENT AND VEHICLE OFM | Until disposal or sale of | Destroy when | GS5606E06
MAINTENANCE AMDSTORY FILES equipment or vehicle obsolete or Rev. 0
Includes original defect and inspection superseded
report.
2.8.5 | EQUIPMENT AND VEHICLE OFM | 3 years Destroy when | GS56006E20
MAINTENANCE REPORTS obsolete or Rev. 0
superseded
Page61of 186
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

2.8 MAINTENANCE
The activity of repairing or servicing the assets of the local government agency. Includes buildings, vehicles, and.equipmen
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM REORD COPY COPIES NUMBER
2.8.6 | EQUIPMENT AND VEHICLE SAFETY| OFM | Destroy when obsolete | Destroy when | GS56006E14
ANALYSI8BND INVESTIGATION FILES or superseded obsolete or Rev. 0
superseded
2.8.7 | FACILITY SAFETY INSPECTION HIS] OFM | Disposition of facility Destroywhen | GS5006G08
RECORDS obsolete or Rev. 0
Cumulative record showing inspection superseded
citations corrections, and other
information relating to the continuing
sdety of each agency facility.
2.8.8 | FIRE EXTINGUISHER INSPETAE®N | OFM | Destroy when obsolete | Destroy when | GS5006B03
Prepared by fire departmentsr private or superseded obsolete or Rev. 0
firms. superseded
2.8.9 | INSPECTION DOCUMENTATION OPR | 6 years Destroy when | GS5006B-27
Inspections of various systems (e.g. obsolete or Rev. 0
HVAC, fire system) and the superseded
documentation created during the
inspection or to comply with
inspections. May include rouig
maintenance checks, operational
maintenance logs, and certificates.
Page62 of 186
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

2.8 MAINTENANCE
The activity of repairing or servicing the assets of the local government agency. Includes buildings, vehicles, and.equipmen
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM REORD COPY COPIES NUMBER
2.8.10 | INSURANCEBAFETY AND FIRE OFM | Violation corrected plus | Destroy when | GS5006C18
INSPECTION REPORTS 6 years obsolete or Rev. 0
superseded
2.8.11 | MAINTENANCE HISTORY OFM | Life or sale of the facility| Destroy when | GS5606B-06
DOCUMENTATION obsolete or Rev. 0
Maintenance history for each building, superseded
which may include: Maintenance
performed, work orders, purchase
orders, copie®f state and/or insurance
O2YLI yASaQ AyalLlSo
2.8.12 | MAINTENANCE LOGS OFM | Destroy when Destroy when | GS5006B-07
superseded plus 3 yearg obsolete or Rev. 0
superseded
2.8.13 | MAINTENANCE REPORTS OMM | 1 year Destroy when | GS56006B-08
obsolete or Rev. 0
superseded
Page63 of 186
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

2.8 MAINTENANCE
The activity of repairing or servicing the assets of the local government agency. Includes buildings, vehicles, and.equipmen
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM REORD COPY COPIES NUMBER
2.8.14 | OPERATING MANUALS OFM | Disposition or sale of Destroy when | GS5006B-09 | This record should be protected
Prepared by contracts for use of the facility or equipment obsolete or Rev. 0 from damage or loss by efiite
agency in maintaining equipment superseded storage of a security copy, or by
installed in buildings. keeping a list that identifies the
locations of other copies inside or
ESSENTIAL RECORBeds security outside he agency.
backup- See remarks.
2.8.15 | OPERATING PERMITS OMM | Destroy when obsolete | Destroy when | GS5606B-10
For boilersand elevators or superseded obsolete or Rev. 0
superseded
2.8.16 | TIRE MAINTENANREPORTS OFM | 5 years Destroywhen GS5006E19
obsolete or Rev. 0
superseded
2.8.17 | WORK ORDERS OFM | 3 years Destroy when | GS56006B13
Request for performance of obsolete or Rev. 0
maintenance work, may show location superseded

date of request, work to be performed,
etc. May inclde request for survey
services.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

2.9 OPERATIONS
The activity of managing the dag-day usage of the local g8WNy YSy i | 3Sy O0eQa odzAf RAy3aas @SKAOf Sa
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
2.9.1 | ENERGY USARMEASUREMENT OFM | 5 years Destroy when | GS5107-09
REPORTS AND DATA obsolete or Rev. 0
superseded
2.9.2 | FUEL PUMP/TANK AUBHPORTS OFM | 2 years Destroy when | GS5006E15
obsolete or Rev. 0
superseded
2.9.3 | FUEL/OIL USAGEPORTS OFM | 3 years Destroy when | GS56006E10
obsolete or Rev. 0
superseded
2.9.4 | FUEL STORABECILITY RECORDS | OFM | 3 years Selected Destroy when | GS56006E16
Regulatory and operating records documents kept for life | obsolete or Rev. 0
receiving, dispersal, and inventory of facility superseded
documentation including maintenance
of facility.
Page65 of 186
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

2.10 PLANNING
The activityof formulating strategies to achieve an objective oroutcdwdd f G Ay 3 G2 GKS f20Ff 3I2FSNYYSyi
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECDR|  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.10.1 | LONGRANGE FACILITIES PLAN OPR | PERMANENT Potentiall Destroy when | GS5107-15 | Contact your Regional Archivist
archivalvalue See obsolete or Rev. 0 before disposing of this record.
remarks superseded Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
2.10.2 | LONGRANGE FACILITIES PLAN OPR | Clerk of the Governmen{ Destroy when | GS5605A22 | Contact your Regional Archivist
ADOPTED Council, Commission, or obsolete or Rev. 0 before destroying original recdr
Board PERMANENT | superseded Records from this series may be

1 copy potentially
archival See remarks

selected to be transferred to and
preserved at a Regional Archives
branch.
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Office of the Secretary of State

Washington State Archives Local Governmen€anmon RecordsRetention ScheduléCORE
Version 2.1 (July 201C

2.11 PURCHASING / ACQUISITIONS
The activity of acquiring assets through purchase or donation. Includes records documenting ownership of assets.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
2.11.1 | CERTIFICATEE VEHICLE TITLE OPR | Destroy after disposition| Destroy when | GS5006E02
of vehicle and obsolete or Rev. 0
completion of audit superseded
2.11.2 | DEEDS/TITLES OPR | County Auditor or Sale or GS5805A02 | Additional copies may be disposed
Legal documents of ownship. recorder retains disposal of Rev. 0 when obsolete or superseded.
PERMANENT land plus 10
years- See
remarks
2.11.3 | DELIVERY RECHNTERNAL OFM | 3 years Destroy when | GS5608A05
PURCHASING obsolete or Rev. 0
superseded
2.11.4 | EASEMENTS OPR | County Auditor or Reassignment| GS5505A-03 | Additional copies may be disposed
Granted by and to agency. recorder lkeeps or vacation of Rev. 0 when obsolete or superseded.
PERMANENT easement plus
10 years See
remarks
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Washington State Archives
Office of the Secretary of State
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2.11 PURCHASING / ACQUISITIONS

The activity of acquiring assets through purchase or donation. Includes records documenting ownership of assets.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.11.5| EMERGENCY PURCHASE OFM | Date approved plus 3 Destroy when | GS5608A14
AUTHORIZATION AND EXCEPTION years obsolete or Rev. 0
REQUEST superseded
Request for an exception of the
purchasing process when a departmen
exceeds the dollar limit when
purchasing an item. Files document th
approval authorization for emergency
purchasesunder an amount set by the
agency. Includes correspondence, coj
of invoice, log of requests, etc.
2.11.6 | ENCROACHMES OPR | Closure of dispute plus | Destroy vhen | GS5505A04 | Reference RCW 4.16.020 for
Documentation of conflicts on larmt 10 years Potential obsolete or Rev. 0 retention period. Contact your
water rights and obligations. archival value See superseded Regional Archivist before disposing

ESSENTIAL RECORBeds security
microfilm backup See remarks.

remarks

of this record. Records from this
series may be selected to be
transferred to and prserved at a
Regional Archives branch. This
records series should be protected
from loss or damage by offsite
storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
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2.11 PURCHASING / ACQUISITIONS

The activity of acquiring assets through purchase or donation. Includes records documenting ownership of assets.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.11.7 | EQUIPMENVEHICLE PARTS ORDER| OFM | 3 years Destroy when | GS56006E21
obsolete or Rev. 0
superseded
2.11.8 | LAND INFORMATI®GINLES OFM | Disposition of land plus | Destroy when | GS5505A06 | Selected records in this series are
General reference files on acquisitiof 10 years Potential obsolete or Rev. 0 recorded by the County Auditor.
land; condemnation proceedingstle archival value See superseded Reference RCW 4.16.020 for
info: i.e. location, size, value, etc. remarks retention period. Contact your
Regimal Archivist before disposing
ESSENTIAL RECORBeds security of this record. Records from this
microfilm backup See remarks. series may be selected to be
transferred to and preserved at a
Regional Archives branch. This
records series should be protected
from loss or damage by offsite
storage of a security micrdrn
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
2.11.9 | MATERIALS DISBURSEMENT TICKE| OFM | 3 years Destroy when | GS5008B04
obsolete or Rev0
superseded
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2.11 PURCHASING / ACQUISITIONS
The activity of acquiring assets through purchase or donation. Includes records documenting ownership of assets.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
2.11.1¢ MATERIALS ORDERS/REQUISITION| OFM | 3 years Destroy when | GS5008B05
obsolete or Rev. 0
superseded
2.11.11 MATERIALS RECEIPTS OFM | 3 years Destroy when | GS5008B06
obsolete or Rev. 0
superseded
2.11.12 MATERIALS RECEIVING AND OFM | 3 years Destroy when | GS5608B07
DISBURSEMEREPORTS obsolete or Rev. 0
superseded
2.11.13 PACKING SLIPS OFM | Until confirmation of Destroy when | GS56008B-08
materials received obsolete or Rev. 0
superseded
2.11.14 PROPERTY PURCHASEPOSALS OFM | 3 years Destroy when GS5107-21
(INACTIVEPROPOSALS (INACTIVE) obsolete or Rev. 0
t NPLI2alt F2N GKS superseded
real property made by other parties an
proposals made by district to acquire
real property.
2.11.15 RECEIVING REPORTS OPR | 6 years Destroy when | GS5608A09
Listing of items actually delivered to obsolete or Rev. 0
purchaser used to make sure that the superseded
shipment is orrect and complete.
Pager0of 186
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2.11 PURCHASING / ACQUISITIONS

The activity of acquiring assets through purchase or donation. Includes records documenting ownership of assets.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
2.11.16¢ REQUISITIONS OPR | 6 years Destroy when | GS5608A10
Official statement documenting the obsolete or Rev. 0
purchase of commodities, goods, or superseded
services subjedb bid.
2.11.17 STORES REPORNS BACKUP OFM | End of calendar year plu Destroy when | GS5608A-15
DOCUMENTATION 3 years obsolete or Rev. 0
Reports document all transactions,ats superseded
to determine cost allocation
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2.12 SECURITY
The activity of protecting the local governme@ 8§y Oé Q& LIKeaA Ol f 3J22Ra | yR NBaz2dzNOSa | I Aya
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
2.12.1 | IDENTIFICATIGMDGIRECORDS FOR OFM | 1 year Destroy when | GS5004B21
CONTRACT AND TEMPORARY obsolete or Rev. 0
EMPLOYEES superseded
Photo IDbadges and supporting
paperwork to track badges issued to
contract and temporary employees.
2.12.2 | INTRUSION ALARREPORTS OFM | 1 year Destroy when | GS5006B-14
obsolete or Rev. 0
superseded
2.12.3 | KEYCARD KEY INVENTORY OFM | Destroy when obsolete | Destroy when | GS5606B05 | This record should be protected
Documentation of facility keyand/or or superseded obsolete or Rev. 0 from damage or loss by efiite
card keysassigned to agency personne superseded storageof a security copy, or by
keeping a list that identifies the
ESSENTIAL RECORPBeds security locations of other copies inside or
backup- See remarks. outside the agency.
2.12.4| SECURITY ANNUAL REPORT OFM | 1 year Destroy when | GS5006B15
obsolete or Rev. 0
superseded
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2.12 SECURITY
The activity of protecting the local governme@ 8§y Oé Q& LIKeaA Ol f 3J22Ra | yR NBaz2dzNOSa | I Aya
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
2.12.5| SECURITND BADGEPPLICATION AN[ OPR | Termination or Destroy when | GS5006B21
ISSUANCE DOCUMENTATION revocation plus 6 years | obsolete or Rev. 0
Documents security badges issued to superseded
employees and comactors working in
the agency.
2.12.6 | SECURITY PATROL LOG OFM | 1 year Destroy when | GS5006B-16
obsolete or Rev. 0
superseded
2.12.7 | STAFRCCESS/ENTRY LOGS OFM | 3 years Destroy when | GS5606B-20
obsoleteor Rev. 0
superseded
2.12.8 | SURVEILLANCE VIDEOS OFM | Destroy when obsolete | Destroy when | GS5606B18 | Videos of incidents resulting in lega
or superseded obsolete or Rev0 action should be retained with othe
superseded documentation pertaining to that
incident and are subject to those
retention schedules.
2.12.9 | VANDALISMEPORTS OFM | 3 years Destroy when | GS5006B11
obsolete or Rev. 0
superseded
2.12.1( VISITOR LOGS OFM | 3 years Destroy when | GS5006B12
obsolete or Rev. 0
superseded
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2.12 SECURITY
The activity of protecting the local governme@ 8§y Oé Q& LIKeaA Ol f 3J22Ra | yR NBaz2dzNOSa | I Aya
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NG SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
: OFM RECORD COPY COPIES NUMBER
2.12.11 WEAPONEGONFISCATION LOG OPR | 6 years Destroy when | GS5006B-19
obsolete or Rev. 0
superseded
Pager4 of 186
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2.13 VALUATION
The activity of valimg land property or other assets belonging to the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
2.13.1 | APPRAALS OPR | Disposition of land or Destroy when | GS5505A01 | Contact your Regional Archivist
Statement of landand facility values facility plus 10 years obsolete or Rev. 0 before disposing fothis record.
provided by independent appraiser Potential archival value | superseded Records from this series may be

under contract to the agency.

See remarks

selected to be transferred to and
preserved at a Regional Archives
branch.
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NE a 2

3. FINANCIAL MANAGEMENT
¢KS FdzyOldAzy 2F Yryr3Iay3a GKS €20t I20SNYYSyld cluBSyOeQa FAylyOAlt
3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statsmemng the assets,
liabilities, and performance of the local government agency.
ITEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE ANESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.1.1 | ACCOUNTS PAYABLE AND RECEIV4 OFM | 3 years Destroy when | GS5603A02
SUPPORTING DOCUMENTS AND obsolete or Rev. 0
REPORTS supeaseded
Specialized reports and background fil
documenting the status of or
adjustments to accounts
3.1.2 | ACCOUNTS PAYABLE CONTROL OFM | 1 month Destroy when | GS5102-01
WORKSHEET obsolete or Rev. 0
Lists invoice totals and taxedJsed to superseded
balance against comper generated
warrant register.
3.1.3 | ANNUAL REPORT OF CHIEF FISCAL OFM | Clerk of governing Destroy when | GS5603D-02 | Contact your Regional Archivistne
OFFICER TO COMMISSIONERS/COU council, commission or | obsolete or Rev. 0 copyof each available report shoulg
Includes annual financial reports board- PERMANENTL | superseded be assembled for transfer to

compiled by all units of local
government as per statute, charter, an
agency policy.

copy archivat See
remarks

Regional Archives.

3. FINANCIAL
MANAGEMENT

Page76 of 186



Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE
Version 2.1 (July 201C

3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statsmemng the assets,
liabilities, and performance of the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (ALl  DISPOSITION
NO SERIES TITLE ADESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORI]  AUTHORITY REMARKS
: OFM RECORD COPY COPIES NUMBER
3.1.4 | APPLICATION FOR DUPLICATE OPR | 6 years Destroy when | GS5003B-10
INSTRUMENT, AFFIDAVIT, AND BON obsolete or Rev. 0
Authority to issue duplicated check or superseded
warrant in case of loss or degttion.
Notarized oath that original was lost or
destroyed and request for replacement
3.1.5 | BILLS OF SALE OPR | 6 years Destroy when | GS5603A-04
obsolete or Rev. 0
superseded
3.1.6 | CASHRECEIPTBRANSMITTALS OPR | 6 years Destroy when | GS5603A07
Forms transmittig money to and from obsolete or Rev. 0
the agency. superseded
3.1.7 | CASH RECEIPTS TRANSMITTALS OFM | 3 years Destroy when | GS5603A-08
INTERNAL obsolete or Rev. 0
Forms transmitting money within the superseded
agency.
3.1.8 | CHECK STUBR DUPLICATE COPIES OFM | 3 years Destroy when | GS5003B06
obsolete or Rev. 0
superseded
Page77 of 186
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3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statsmemng the assets,
liabilities, and performance of the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE ANESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.1.9 | COLLECTION FILES OPR | Account closed plus 6 | Destroy when | GS5603B14
Documents #orts to collect payment years obsolete or Rev. 0
on outstanding invoices, or on checks superseded
returned because of insufficient funds.
May include past due statements,
penalty calculations, copies of invoices
correspondence, logs of collections
actions, writeoff lists and supporting
documentation.
3.1.10 | CREDIT/DEBIT PURCHXSERGE OFM | 3 years Destroy when | GS5608A-04
w9/ 9Lt ¢{ t )y ow/ 1| obsolete or Rev. 0
superseded
3.1.11 | CUSTOMERBILLING DISPUTEBSES OPR | Resolution plus 6 years | Destroy when | GS5505B-30
Files document cases regarding billing obsolete or Rev. 0
disputes which cannot be resolved by supersedd
utility administration. Resolution
determined by settlement or by formal
decision maker such as hearing
examiner, etc. Case files include nam¢
of customer, disputed issue, dispute
discussion notes,ilting and account
information.
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3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statsmemng the assets,
liabilities, and performance of the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE ANESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
3.1.12 | DAILY CARREPORT OR SUMMARY | OPR | 6 years Destroy when | GS5603A09
obsolete or Rev. 0
superseded
3.1.13 | DAMAGE WD LOSS CLAIMS OFM | Keep until completion of| Destroy when | GS5608A-03
PURCHASING {GFGS ' dzRA (| obsolete or Rev. 0
examination, plus 6 supesseded
years if there is a
monetary settlement
3.1.14 | DISTRIBUTION OF EXPENDITURES | OFM | 3 years Destroy when | GS5603A-10
obsolete or Rev. 0
superseded
3.1.15 | EXPENDITURE TRANSACREMDRTS | OPR | 6 years Destroy when | GS56003A11
Adjustments to coding of expenditures obsoleteor Rev. 0
and correcting errors. superseded
3.1.16 | FINANCIAL STATEMENTS OPR | 6 years Destroy when | GS5603D-09
obsolete or Rev. 0
superseded
3.1.17 | FISCAL, PURCHASE AND REGEIV | OFM | Finance or Purchasing | Destroy when | GS5601-17
DOCUMENTS Office keeps primary obsolete or Rev. 0
copies 6 years superseded
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3.1 ACCOUNTING

The activity relating to the creation of financial records of agency business transactions and the preparation of statsmemng the assets,
liabilities, and performance of the local government agency.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE ANBESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.1.18 | FUND ACCOUNBRPPORTING OFM | 3 years Destroy when | GS5603A13
DOCUMENTS AND REPORTS obsolete or Rev. 0
Documentation of status and superseded
adjustments to individual funds.
3.1.19 | GENERAL AND SUBSIDIARY JOURN OPR | 6 years Destroy when | GS5603A14
All journals for all funds anfdinctions, obsolete or Rev. 0
including but not limited to: cash superseded
disbursements and cash receipts.

3. FINANCIAL PageB0 of 186
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3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statsmemng the assets,
liabilities, and performance of the local government agency.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE ANBESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
3.1.20 | GENERAL LEDGER OPR | 6 years. Prd900 Destroy when | GS5003A-15 | Contact your Regional Archivist
general ledgers have obsolete or Rev. 0 before disposing of this record.
ESSENTIAL RECORBeds security potential archival value | superseded Records from this series may be
backup- See remarks. See remarks selected to be transferred to and

preserved at a Regional Archives
branch. Accounting system
documentation should be protected
from damage or loss by off site
storage of backup tapes. In non
automated systems, security copieg
of the general ledger and other
official accounting documents shiol
be stored off site, or a list that
identifies the locations of other
copies inside and outside the ageng

3.1.21 | NONSUFFICIENT FUNDS (ESIECKS/| OPR | Settlement or closure Destroy when | GS56003B12

WARRANTS plus 6 years obsolete or Rev. 0
superseded
3.1.22 | PETTY CA®ECORD OPR | 6 years Destroy when | GSB®-03A20
obsolete or Rev. 0
superseded
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3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statsmemng the assets,
liabilities, and performance of the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE ANESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
3.1.23 | PURCHASE/FIELD ORDERS OPR | 6 years Destroy when | GS5608A08
Official statement documenting the obsolete or Rev. 0
purchase of commodities, goods or superseded
services on contract or naubject to
bid.
3.1.24 | RECEIPTS OPR | 6 years Destroy when | GS5603A21
obsolete or Rev. 0
superseded
3.1.25 | RECEIPTS FOR CRE&IVED OFFICE OFM | Finance office keeps Office GS56003A34
REFERENCE COPIES primary copy 6 years references Rev. 0
copies- Keep
3 years
3.1.26 | REGISTER FOR FUNDS REMIOTED | OPR | 6 years Destroy when | GS5603A-23
FISCAL OFFICER obsolete or Rev. 0
superseded
3.1.27 | REMITTANCE ADVICES OPR | 6 years Destroy when | GS5603A24
obsolete or Rev. 0
superseded
3.1.28 | REVENUE BOND AND COUPON OPR | 6 years Destroy when | GS5603A05
REGISTER obsolete or Rev. 0
superseded
PageB2 of 186
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3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statsmemng the assets,
liabilities, and performance of the local government agency.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE ANESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

3.1.29 | REVENUE BONDS AND COUPONS | OPR | 6 years after Destroy when | GS5603A25
Includes general obligation bonds. redemption. obsolete or Rev. 0

superseded

3.1.30 | STATEMENTS OF BANDOTHER OFM | 3 years Destroy when | GS5603B09
COLLATERAL SECUROSTED BY BAI obsolete or Rev. 0
(or other depository) superseded

3.1.31 | STOP PAYMENT REPORTS OPR | Calendar year plus 6 Destroy when | GS56003B-13
Report submitted to stop the payment years obsolete or Rev. 0
on a particular check. Usually for lost superseded
stolen salary or pension checks
Includes form granting stop payment
from individual ,supporting
documentation, etc.

3.1.32 | SUBSIDIARY LEDGERS OPR | 6 years Destroy when | GS56003A01
All ledgers dedicated to individual fund obsolete or Rev. 0
or functions including but not limited superseded
to: accounts payable, accounts
receivable, apppPRations, bonded
debt, equipment operation cost,
expenditures, investments, properties,
and revenue.
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3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statsmemng the assets,
liabilities, and performance of the local government agency.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE ANBESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
3.1.33 | TREASURER/FINANCE OFFICER OPR | 6 years Destroy when | GS5603A27
FINANCIAL REPORTS obsolete or Rev. 0
superseded
3.1.34 | TRIAL BALANCES OFM | 3 years Destroy when | GS5603A28
obsolete or Rev. 0
superseded
3.1.35 | UNCLAIMED PROPERTY REHOIEED | OPR | 6 years after reprt filed | Destroy when | GS5505B31 | Reference RCW 63.29.170
WITH DEPARTMENT OF REVENUE obsolete or Rev. 0
Report filed with the Dept of Réithat superseded

identifies Unclaimed Propertpr
agency.

3. FINANCIAL
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3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statsmemng the assets,
liabilities, and performance of the local government agency.

ITEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE ADBESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORL]  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
3.1.36 | UNCLAIMED PROPERTY OPR | 6 years after property Destroy when | GS58505B-32
RESEARCH/INVESTIGATIVE-FILES claimed obsolete or Rev. 0
FUNDS HELD BY THE AGENCY superseed

Research and investigation records
documenting unclaimed property
retained by the agency until it is
returned to its owner, including
property returned to its owner prior to
the completion of the abandonment
period and preerty transferred to
agency Gen Fund after termination of
the abandonment period. May include
correspondence, registered mail
receipts, last known addressopy of
check and amount, etc.
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3.1 ACCOUNTING
The activity relating to the creation of financial records of agency business transactions and the preparation of statsmemng the assets,
liabilities, and performance of the local government agency.

ITEM OPR PRIMARY (SOURCE SECONDARY (AL DISPOSITION
NO SERIES TITLE ANBSCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORI] AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER

3.1.37 | UNCLAIMED PROPERE$EARCH OPR | 6 years after property Destroy when | GS5805B-33 | Reference RCW 63.29.310

/[INVESTIGATIVE FILEBNDS deemed abandoned and obsolete or Rev. 0
REMITTED TO DEPARTMENT OF funds remitted to Dept | superseded
REVENUE of Rev.

Research and investigative records
created to track attempts to contact
individuals of unclaimed property for
funds emitted to the Dept of Rev. May
include correspondence, register mail
receipts, last known addressopy of
check and amount, etc.

3.1.38 | VOUCHER REGISTER OPR | 6 years Destroy when | GS5003A-29
obsolete or Rev. 0
superseded

3.1.39| VOUCHERS OPR | 6 years Destroy when | GS5603A30

All invoicedor all funds and purposes obsolete or Rev. 0
with attached supporting superseded

documentation. Includes Travel
Vouchers/Authorizations.

3.1.40 | WARRANTHECK REGISTERS OPR | 6 years Destroy when | GS5003A31
obsolete or Rev. 0
superseded
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3.1 ACCOUNTING

The activity relating to the creation of financial records of agency business transactions and the preparation of statsmemng the assets,
liabilities, and performance of the local government agency.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE ANBESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
3.1.41 | WITHDRAWAL/CANCELLATION/ OPR | 6 years Destroy when | GS5608A12
CHANGBF PURCHASE ORDERS obsolete or Rev. 0
superseded
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3.2 AUDITING
¢CKS TOGAGAGE 2F OSNATeAy3d (KS dndaladebint®e 2F GKS 20t 3I20SNYyYSyi
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
3.2.1 | AUDIT SUBJECT/REFERENCE FILEY OFM | Destroy when obsolete | Destroy when | GS5603F01
Cumulative data on departments and or superseded obsolete or Rev. 0
audit issues superseded
3.2.2 | FISCAL AND PERFORMANMIHT OPR | 6 years Potentid Destroy when | GS5003F02 | Contact your Regional Archivist
REPORTS archival value See obsolete or Rev. 0 before disposing dthis record.
Final report of audit findings remarks superseded Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
323 [{¢!1 ¢9 1!'5L¢hwQ{ 9|OFM |{ GF GS ! dzRA {i| Destroy when | GS5603A26
REPORT PERMANENT obsolete or Rev. 0
superseded
3.2.4 | TECHNICAL REFERENCE MATERIAL OFM | Destroy when obsolete | Destroy when | GS56003F03
INTERNAL AUDIT or superseded obsolete or Rev. 0
Audit related publications and superseded

documents gathered for reference.
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3.3 AUTHORIZATION
The activity of granting and/or receiving permission or approval in relation to financial management.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.3.1 | DELEGATION OF AUTHORNLY OPR | Destroy when Destroy when | GS5603B11
SIGNATURE RECOEMIRMERLY superseded plus 6 yearg obsolete or Rev. 0
"SIGNATURE RECORDS") superseded
Includes written delegation of authority,
to specific individualt sign documents
and financial instruments, and to make
decisions acting in lieu of a superior
officer. Records wiihclude samples of
signatures.
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3.4 BANKING
The activity of transacting monetary exchanges with a financial institution.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER

3.4.1 | BANKACCOUNT RECONCILIATIONS| OFM | 3 years Destroy when | GS5603B01
obsolete or Rev. 0
superseded

3.4.2 | BANKDEPOSIT RECORDS OPR | 6 years Destroy when | GS5603B02

Includes passbooks and deposit slips f obsolete or Rev. 0
both checking and s&wgs accounts in superseded
all locations.
3.4.3 | BANKSTATEMENTS OPR | 6 years Destroy when | GS5603B-03
obsolete or Rev. 0
superseded
3.4.4 | CANCELLED/SUBSTITUTE CHECKSj OPR | 6 years Destroy when | GS5003B-04 | Reference UCSection 4406(b).
WARRANTS obsolete or Rev. 0
Per the Check Clearing for the 21st superseded
Century Act substitute checks will
replace the hardapy of cancelled
check/warrant.

3.4.5 | CASHACCOUNTS SUPPORTING OFM | 3 years Destroy when | GS5603A06
DOCUMENTS AND REPORTS obsolete or Rev. 0
Documentation of status and supersedd

adjustments to cash accounts.
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3.4 BANKING
The activity of transacting monetary exchanges with a financial institution.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
3.4.6 | CASHBOOK OFM | 6 years Destroy when | GS5003B05
obsolete or Rev. 0
superseded
3.4.7 | DESIGNATION OF BANKOTHER OFM | 6 years after withdrawal| Destroy when | GS5603B07
DEPOSITORY FOR AGENCY FUNDS of designation obsolete or Rev. 0
superseded
3.4.8 | INVESTMENT ACCOURUSPORTING| OFM | 3 years Destroy when | GS5603A19
DOCUMENTS AND REPORTS obsolete or Rev. 0
Documentation of status and superseded
adjustments to investment accounts.
Paged1of 186
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3.5 BUDGET
The activity of determigid SAGA Yl G6Sa 2F (GKS t20Ff 3I20SNYYSyd |3SyOeqQa 7Tdzidz2NB
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
3.5.1 | ANNUA ESTIMATE OF REVEANIE OFM | 2 years Destroy when | GS5603D01
EXPENDITURES obsolete or Rev. 0
superseded
3.5.2 | BUDGET DEVELOPMBIRTWORKING | OFM | Destroy when obsolete | Destroy when | GS56003D-03
FILE or superseded. obsolete or Rev. 0
Background information and draft superseded
documents compiled in the course of
budget preparation.
3.5.3 | BUDGET FORECREPORTS OFM | 1 year Destroy when | GS5603D04
obsolete or Rev. 0
superseded
3.5.4 | BUDGET OFFICER'S MONTHLY REH OPR | 6 years Destroy when | GS5603D-05
TO GOVERNING COUNCIL, obsolete or Rev. 0
COMMISSION, OR BOARD superseded
3.5.5 | BUDGET STATUS REPORT OFM | 3 years or until Destroy when | GS5603D-06
Includes all types of periodic budget completion of State obsolete or Rev. 0
status reports compiled by all units of I dzR A (i anMEtian S| superseded
local government as per statute, charte report
or agency policy.
3.5.6 | DEPARTMENTAL BUDGET REQUES| OFM | 2 years Destroy when | GS5603D07
obsolete or Rev. 0
superseded
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3.5 BUDGET
The activity of determigid SAGA Yl G6Sa 2F (GKS t20Ff 3I20SNYYSyd |3SyOeqQa 7Tdzidz2NB
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
3.5.7 | FINAL BUDGET OFM | Clerk of governing Destroy when | GS5603D-08 | Contact your Regional Archivistne
council, commission or | obsolete or Rev. 0 copy of each available report shoul
board- PERMANENTL | superseded be assembled for transfer to
copy archivat See Regional Archives.
remarks
3.5.8 | PRELIMINARY BUDGETS OFM | 2 years Destroy when | GS5603D10
obsolete or Rev. 0
superseded
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3.6 GRANTS
The activity of the local government agency either giving or receiving grant funds.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTIO or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.6.1 | ANNUAL FINANCIAL STATUS REPOI OFM | 3 yeas or retain for Destroy when | GS5003C01 | For federal grants, reference 24 CF
GRANTS period required by grant| obsolete or Rev. 0 84. 85(c) (2) If any litigation, claim,
Annual report submitted for continuing or program- See superseded audit is started before th expiration
grantscontaining summaries and remarks of the 3year period, the records
breakdowns of expenditures for the pa shall be retained until all litigation,
year. claims or audit findings involving thq
records have been resolved and fin
action taken.
3.6.2 | FINAL GRANT EXPENDITREHORT OFM | 3 years from the date of| Destroy when | GS56003CG02 | For federal grants, reference 24 CF
End d a project report accountinépr submission of final obsolete or Rev. 0 84. 85(c) (2) If any litigation, claim,
the expenditureof grant funds report or retain for superseded audit is started before the expiratior

submitted for noncontinuing grants.

period required by grant
or program Potential
archival value See
remarks

of the 3year period, the records
shall be retained until all litigation,
claimsor audit findings involving the|
records have been resolved and fin
action taken. Contact your Regiong
Archivist before disposing of this
record. Records from this series m
be selected to be transferred to ang
preserved at a Regional Archives
branch.
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3.6 GRANTS
The activity of the local government agency either giving or receiving grant funds.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTIO or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.6.3 | FINANCIAL SUPPORT DOCUMENTS| OFM | 3 years or retain for Destroy when | GS5003C03 | For federal grants, reference 24 CF
CONTINUING GRANTS period required by grant| obsolete or Rev. 0 84. 85(c) (2) If any litigation, claim,
Working papers, such as summaries, or program- See superseded audit is started before the expiratior
spread sheets and other data reflecting remarks of the 3year period, the records
the expenditureof grantfund. shall be retained until all litigation,
claims or audit findings involving thq
records have been resolved and fin
action taken.
3.6.4 | FINANCIAL SUPPORT DOCUMENTS| OFM | 3 years from the date of| Destroy when | GS5603CG04 | For federal grants, reference 24 CH
NONCONTINUINGRANTS submission of the final | obsolete or Rev. 0 84. 85(c) (2) If any litigation, claim,
Working papers, such as summaries, expenditure report or superseded audit is started before the expiratior

spreadsheets, and other data reflecting
the expenditure of grant funds.

retain for period
required bygrant or
program- See remarks

of the 3year periodthe records
shall be retained until all litigation,
claims or audit findings involving thq
records have been resolved and fin
action taken.
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3.6 GRANTS
The activity of the local government agency either giving or receiving grant funds.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTIO or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.6.5 | GRANT AGREEMENT OPR | 3 years from the date of| Destroy when | GS5003C05 | For federal grants, reference 24 CF
Official statement bthe terms and submission of the final | obsolete or Rev. 0 84. 85(c) (2) If any litigation, claim,
conditions of the grant agreed upon an expenditure report or superseded audit is started before the expiratior
signed by the grantor and the grantee. retain for period of the 3year period, the records
required by grant or shall be retained until all litigation,
program- See remarks clams or audit findings involving the
records have been resolved and fin
action taken.
3.6.6 | GRANT APPLICATIONNOT APPROVH OFM | 1 year Destroy when | GS56003CG07
obsolete or Rev. 0
superseded
3.6.7 | GRANT APPLICATIGH8PROVED OPR | 3 yeas from the date of | Destroy when | GS56003CG06 | For federal grants, reference 24 CF
Includes narrative explanation of the submission of the final | obsolete or Rev. 0 84. 85(c)?2) If any litigation, claim, o
nature and purpose of the proposed expenditure report or superseded audit is started before the expiratior

project, amount of funds requested,
matching funds, irkind contributions,
and plan of work.

retain for period
required by grant or
program- See remarks

of the 3year period, the records
shall be retained until all litigation,
claims or audit findings involving the
records have been resolved and fin
action taken.
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3.6 GRANTS
The activity of the local government agency either giving or receiving grant funds.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTIO or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.6.8 | GRANT PROJECTMEPRS OPR | 3 years from the dte of | Destroy when | GS5003C09 | For federal grants, reference 24 CF
Statement on progress, problems, and submission of the final | obsolete or Rev. 0 84. 85(c) (2) If any litigation, claim,
success in the completion of the grant expenditure report or superseded audit is started before the expiratior
project, including periodic, annual, retain for period of the 3year period, the records
special, and final reports. required by grant or shall be retained until all litigation,
program Potential claims or audit finding involving the
archival value See records have been resolved and fin
remarks action taken. Contact your Regiong
Archivist before disposing of this
record. Records from this series m
be selected to be transferred to ang
preserved at a Regional Archives
branch.
3.6.9 | GRANT PROJBGARRANTS, CHECKY OPR | 6 years or until Destroy when | GS5603G08
AND VOUCHERS satisfaction of grant obsolete or Rev. 0
audit requirements, superseded

whichever is longer
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3.6 GRANTS
The activity of the local government agency either giving or receiving grant funds.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTIO or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.6.10 | GRANTSSTATISTICAL OFM | 3 years from the date of| Destroy when | GS5003C10 | For federal grants, reference 24 CF
DOCUMENTATION submission of the final | obsolete or Rev. 0 84. 85(c) (2) If any litigation, claim,
expenditure report or superseded audit is started beforehte expiration
retain for period of the 3year period, the records
required by grant or shall be retained until all litigation,
program- Potential claims or audit findings involving thq
archival value See records have been resolved and fin
remarks action taken. Contact your Regiong
Archivist before disposing of this
record. Records fra this series may
be selected to be transferred to ang
preserved at a Regional Archives
branch.
3.6.11 | WARRANT, CHE@R VOUCHER OPR | 6 years or until Destroy when | GS56003C11
REGISTERS GRANT FUNDS satisfaction of grant obsolete or Rev. 0
Numericallisting of checks, warrants, audit requirements, superseded

and vouchers from transactions
involving grant funds.

whichever is longer
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3.7 TAXES
The activity of paying or collecting taxes.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
3.7.1 | BUSINESS\ND OCCUPATION TAX OPR | 6 years Destroy when | GS5012D01
ACCOUNT LEDGERS obsolete or Rev. 0
superseded
3.7.2 | BUSINESS\ND OCCUPATION TAX OFM | 3 years Destroy when | GS5012D02
COMPUTATIONS AND LISTINGS obsolete or Rev. 0
superseded
3.7.3 | BUSINESBAND OCCUPATIONX DEBIT OFM | 3 years Destroy when | GS5012D03
AND CREDIT NOTICES obsolete or Rev. 0
superseded
3.7.4 | BUSINESSND OCCUPATIONX OFM | 3 years Destroy when | GS5012D05
TRANSMITTALS obsolete or Rev. 0
Documentation of transmittal of tax superseded
revenue to finance officer.
3.7.5 | LOCAL IMPROVEMENT DISTRICT OPR | Final payment plus 6 Destroy when | GS5012D-07
ASSESSMENT ROLLS AND LEDGER years obsolete or Rev. 0
supersead
3.7.6 | LOCAL IMPROVEMENT DISTRART | OPR | Final payment plus 6 Destroy wien | GS5012D-08
STATEMENTS AND RECEIPTS years obsolete or Rev. 0
superseded
Page99 of 186
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3.7 TAXES
The activity of paying or collecting taxes.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
3.7.7 | STATE AND LOCAL REXURNS OPR | Filing plus 5 years Destroy when | GS5012D04 | Reference RCW 82.32.070, and
Returns and reports submitted for taxe obsolete or Rev. 0 Department of Revenue Advisory
paid to state and/or local government superseded No. 152.32.199.

agencies. Includes but is Honited to:
Sales Tax, Use Tax, Regional Transit
Authority Tax, Food and Beverage Tax
Litter Tax, Lodging Tax, State Public
Utility Tax, Tobacco Products Tax,
Petroleum and Hazardous Substances
Tax, Solid Fuel Burning Device Tarj[b)
Tax, and Enhanceddl1l Tax.
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3.8 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
TEM OPR PRIMARY (SOURCE SEONDARY (ALL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
3.8.1 | AUTHORIZATION FOR PAYROLL OPR | Termination of Destroy when | GS5603E01
DEDUCTIONS authorization plus 6 obsolete or Rev. 0
years superseded
3.8.2 | BENEFIT DETAIL REPORASROLL OFM | 3 years Destroy when | GS56003E02
obsolete or Rev. 0
superseded
3.8.3 | DIRECT PAYRM@HEPOSIT OFM | Until transferred to Destroy when | GS56003E05
AUTHORIZATION cancellation file obsolete or Rev. 0
superseded
3.8.4 | DIRECT PAYR@HEPOSIT OFM | 4 years Destroy when | GS56003E06
AUTHORIZATION CANCELLATION obsolete or Rev. 0
superseded
3.8.5 | DIRECT PAYRQHEPOSIENROLLEES | OFM | 1 year Destroy when | GS5603E07
DETAIL DATA obsolete or Rev. 0
superseded
3.8.6 | DIRECT PAYR@QHEPOSIHASH SHEET| OFM | 1 year Destroy when | GS5603E08
obsolete or Rev. 0
superseded
3.8.7 | DIRECT PAYRQHEPOSIPRENOTE OFM | 1 year Destroy when | GS5603E09
DATA obsoldge or Rev. 0
superseded
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3.8 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
TEM OPR PRIMARY (SOURCE SEONDARY (ALL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.8.8 | DIRECT PAYR@HEPOSITRANSMITTA OFM | 3 years Destroy when | GS56003E10
LISTINGS obsolete or Rev. 0
superseded
3.8.9 | INDIVIDUAL EMPLOYEEIRISYTORY | OPR | If used for retirement Destroy when | GS5003E15 | Eitherthe individual employee pay
May be used for verification of eligibility verification- 60 years. If| obsolete or Rev. 0 history or the payroll register must
for retirement benefits NOT used for retirement superseded be kept for longterm verification of
verification- 3 years retirement eligibility. The
ESSENTIAL RECORMDised for see Remarks. information in this records series
retirement verification- Needs security should be protected from loss or
microfilm backup See remarks. damage by offsite storage of a
security microfilm backo at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.
3.8.10 | INTERNAL REVENUE SERVICE (IRS| OFM | 4 years Destroy when | GS5003A17
FORMS obsolete or Rev. 0
1099- INT 941 Employer's Quarterly superseded

Return W2 - Employer's Copies of
Federal Withholding Tax Statement4V
- Employees Withholding Exemption
Certificates WO - Request for Taxpeer
ID Number and Certification
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3.8 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
TEM OPR PRIMARY (SOURCE SEONDARY (ALL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECORI]  AUTHORITY REMARKS
: OFM RECORD COPY COPIES NUMBER
3.8.11 | LABOR AND INDUSTRIES REPORT ( OFM | 3 years Destroy when | GS56003E16
PAYROLL obsolete or Rev. 0
superseded
3.8.12 | LEAVBBUYBACK ACCEPTANCE FOR| OPR | 6 years Destroy when | GS56003E17
obsolete or Rev. 0
superseded
3.8.13 | LEAVE SHARIRGTHORIZATION OPR | 6 years Destroy when | GS56003E18
obsolete or Rev. 0
superseded
3.8.14 | LISTINGS OF PAYROLL DEDUCTION OFM | 3 years or until Destroy when | GS5603E19
Includes medical insurance completion of State obsolete or Rev. 0
l dzRA G 2 NDa S| superseded
report
3.8.15| MEDICAL INSURANREPORTS OFM | 3years Destroy when | GS5003E20
PAYROLL obsolete or Rev. 0
superseded
3.8.16 | OLD AGE SECURITY INSURANCE (¢ OFM | 3 years Destroy when | GS56003E21
REPORTS obsolete or Rev.0
superseded
Pagel03of 186
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3.8 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
TEM OPR PRIMARY (SOURCE SEONDARY (ALL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
3.8.17 | PAYROLL OR EXPENSE CHECKS | OFM | 3 years Destroy when | GS5603A-32
LOGSHEET obsdete or Rev. 0
Log or sheet that is signed by person superseded
picking up payroll or expense checks.
3.8.18 | PAYROLL REGISTER OPR | If used for retirement Destroy when | GS56003E22 | Either the individual employee pay
May be used for verification of eligibility verification- 60 years. obsolete or Rev. 0 history or the payroll register must
for retirement benefits If NOT used for superseded be kept for longterm verification of

ESSENAL RECORDused for
retirement verification- Needs security
microfilm backup See remarks.

retirement verification
3 years see Remarks.

retirement eligibility. The
information in this records series
should be protected from loss or
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical stadards.
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3.8 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
TEM OPR PRIMARY (SOURCE SEONDARY (ALL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
3.8.19 | PERSONNEL FUND MONITORING | OPR | 6 years Destroy when | GS5603A33
REPORTS obsolete or Rev. 0
Reports document financial transactior superseded
on statemonitored personnel funds
including Health Care, Industrial
Insurance, Unemployment, Special
Employment and Gugp Term Life.
Reports document that the fund is bein
monitored and used accordingly, and
are requiral by the State of
Washington.
3.8.20 | RECORDS OF ATTACHMBIRTS OPR | Satisfaction plus 6 yearg Destroy when | GS5603E23
GARNISHMENT®F SALARIES OR obsolete or Rev. 0
WAGES superseded
3.8.21 | SALARY SCHEDUENPLOYEE OFM | Destroy when Destroy when | GS56804A-07 | Contact your Regional Archivist
superseded plus 6 yearg obsolete or Rev. 0 before disposing of this record.
- Potential archival valueg superseded Records from this series may be
- See remarks selected to be transferred to and
preserved at a Regional Archives
branch.
3.8.22 | STATE DEPARTMENT OF RETIREME OFM | 3 years Destroy when | GS56003E29
SYSTEMS APPLICATIENIZ REPORTS obsolete or Rev. 0
superseded
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3.8 PAYROLL
The activity relating to the monetary compensation of employees on a periodic basis.
TEM OPR PRIMARY (SOURCE SEONDARY (ALL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
3.8.23 | STATE EMPLOYEES RETIREMENT | OFM | 3 years Destroy when | GS56003E24
TRANSMITTAL obsolete or Rev. 0
superseded
3.8.24 | SUPPORTING DOCUMENTS AND OFM | 3 years or until Destroy when | GS5003E25
REPORTEPAYROLL completion of audit obsolete or Rev. 0
Documentation of status of and superseded
adjustmentsto payroll accounts
3.8.25 | TIME CARDS/TIME SHEETS OPR | If used for retirement Destroywhen | GS5603E04 | Retain for 60 years if employee pay|
Daily, weekly, or monthly time verification- 60 years. If| obsolete or Rev. 0 histories or payroll registers are not
accumulation reports. May be used ag NOT used for retirement superseded used for retirement verification. Thq

retirement verification.

ESSENTIAL RECORDsed for
retirement verification- Needs security
microfilm backup See remarks.

verification- 4 years
see Remarks. Time
records subject to
federal audit should be
retained per federal
requirements.

information in this records series
should be protected from loss
damage by offsite storage of a
security microfilm backup at State
Archives. Security microfilm must
meet Washington State Archives
technical standards.
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4. HUMAN RESOURCE MANAGEMENT
¢CKS FdzyOlAzy 2F YIylr3aiaya GKS 20t 3F2@0SNYYSyd 3SyodeqQa ¢2N] F2NOSo
4.1 BENEHRS
The activity of compensating employees via means other than salaries and wages.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[]  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
4.1.1 | BENEFITS STUDIES AND SURVEYS| OFM | Destroy when obsolete | Destroy when | GS5604D-01
or superseded obsolete or Rev. 0
superseded
4.1.2 | COMMUTE TRIP REDUCTION OFM | State Department of Destroy when | GS5901-01 | Please reference RCW 70.94.527 (
ADMINISTRATION (CTRNNUAL Transportation CTR Tas| obsolete or Rev. 0 (8). Please contact your Regional
PROGRESS REPORT Force holds primary cop| superseded Archivist before disposing of this
Describes progress in attaining the Potential record. Records from this series m
applicable commute trip reduction goal archival value be selected to be transferred to ang
for each commute trip reduction zone, See remarks preserved at a Regional Archives
any problems being encountered in branch.
achieving those goals. Submittedtte
CTR task force annually through July 1
2006.
4.1.3 | COMMUTE TRIP REDUCTION OFM | 3 years Destroy when GS5901-02
PARTICIPANT FILES obsolete or Rev. 0
Includes bonus voucher certification superseded

forms, registration forms, incentives an
parking tracking files for compliance
with Commute Trip Reduction
Administration.
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Version 2.1 (July 201C

4.1 BENEHS
The activity of compensating employees via means other than salaries and wages.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
4.1.4 | COMMUTE TRIP REDUCTREBNGRAM| OFM | 2 years Destroy when | GS5901-03
ADMINISTRATIVE FILES obsolde or Rev. 0
Program administration documentation superseded
4.1.5 | CONSOLIDATED OMNIBUS BUDGET OPR | 6 years Destroy when | GS5603E03
RECONCILIATION ACT (COBRA) obsolete or Rev. 0
EXTENSION NOTICE AND ELECTION superseded
FORMS
Document extension ofdalth care
benefit coverageipon termination of
employment or other qualifying event.

4.1.6 | CUMULATIVE LEARECORD OFM | 3 years Destroy when | GS5004B-02
obsolete or Rev. 0
superseded

4.1.7 | DISABILITHEALTH AND WELFARE | OPR | Settlement plus 6 years | Destroy when | GS5603E11

CLAIMS EMPLOYEE obsolete or Rev. 0
superseded
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

4.1 BENEHS
The activity of compensating employees via means other than salaries and wages.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

4.1.8 | EMPLOYEE ASSISTANCE PROGRAN OPR | Termination of Destroy when | GS5004B28
SUPERVIS@GREFERRAL employment plus 6 year{ obsoleteor Rev. 0
DOCUMENTATION superseded
Documentation of referrals and
completion of treatment by employees
referred to the Employee Assistance
Program by their supervisors to resolvg
work-related problems.

4.1.9 | EMPLOYEE ASSISTANCE PROGAI OPR | 8 years after last Destroy when | GS5004A06 | Reference RCW 4.16.350 (3).
FILES treatment or session obsolete or Rev. 0
Confidential personal records of the superseded
diagnosis otlisabling personal problem
and recommended professional
treatment or problem solving plan
together with a historyof
implementation of the plan.

4.1.10 | EMPLOYEE ASSISTANCE PROGBE23 OFM | 4 years Destroy when | GS56004B19
Quarterly reports, contracts, RFPs. obsolete or Rev. 0

superseded

4. HUMAN RESOUR(Q
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

4.1 BENEHS
The activity of compensating employees via means other than salaries and wages.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

4.1.11 | EMPLOYEE BENEFONTRACTS/ OPR | Until superseded or Destroy when | GS5604D-02 | This record should be protected
POLICIEBLANS coverage lapses plus 6 | obsolete or Rev. 0 from damage or loss by efiite
Includes insurance, deferred years superseded storage of a security copy, or by
compensation health care, etc. keeping a list that identifies the

location of other copies inside and
ESENTIAL RECORIReds security outside the agency.
backup- See remarks.

4.1.12 | EMPLOYEE BENEFIT PARTICIPATIQ OPR | Termination or Destroy when | GS5604D-03 | This record should be protected
ENROLLMENT AGREEMENNIS withdrawal plus 6 years | obsolete or Rev. 0 from damage or loss by efiite
WITHDRAWALS superseded storage of a security copy, or by

keeping a list that identifies the
ESSENTIAL REOOReeds security location of other copies inside and
backup- See remarks. outside the agency.

4.1.13 | EMPLOYEE RETIREMENT BENEFI | OPR | Termination of Destroy when | GS5004B-40
HISTORY FILHSOR AGENCIES retirement benefit obsolete or Rev. 0
OPERATING THEIR OWN PENSION eligibility plus 6 years superseded

SYSTEMS

Documentation used to track status an
changes in individual employee
retirement benefits

4. HUMAN RESOUR(Q
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

4.1 BENEHS
The activity of compensating employees via means other than salaries and wages.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

4.1.14 | EMPLOYEE RETIREMENT BENEFIT | OPR | Withdrawal plus 60 Destroy when | GS5004B41
HISTORY FILESR EMPLOYEES THA] years obsolete or Rev. 0
HAVE WITHDRAWN FROM THE SYS superseded
- FOR AGENCIES OPERATING THEI¥
OWN PENSION SYSTEMS
Documentation used to track status an
changes inndividual employee
retirement benefitsfor employees that
have withdrawn from agency's pension
system, but retain rights to rgest.

4.1.15 | EMPLOYEE RETIREMENT BENEFIT | OPR | Termination of Destroy when | GS5004B42
VERIFICATIGNLESAGENCIES retirement benefit obsolete or Rev. 0
OPERATING THEIR OWN PENSION eligibility plus 6 years superseded
SYSTEMS
Documentation of apropriate dispersal
of employee retirement benefits
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

4.1 BENEHS
The activity of compensating employees via means other than salaries and wages.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

4.1.16 | EMPLOYEE RETIREMENT BENEFIT | OPR | Withdrawal plus 60 Destroy when | GS5004B43
VERIFICATIONLES FOR EMPLOYEE years obsdete or Rev. 0
THAT HAVE WITHDRAWN FROM TH superseded
SYSTEMFOR AGENCIES OPERATIN
THEIR OWN PENSION SYSTEMS
Documentatdn of appropriate dispersa
of employee retirement benefitéor
employees that have withdrawn from
the agency's pension system, but retai
rights to revest.

4.1.17 | LISTING OF PARTICIPANMIYERED BY OFM | 3 years Destroy when | GS5604D-06
AGENCY HEALTH INSURANCE obsolete or Rev. 0
PROVIDEREMPLOYHEENEFITS superseded
Report submitted monthly to the ageng
by the provider.

4.1.18 | MONTHLY STATEMENT OF BENEFIT OPR | 6 years Destroy when | GS5006G19
PAID obsolete or Rev. 0

superseded

4.1.19 | MONTHLY STATEMENT OF EMPLOY OPR | 6 years Destroy when | GS5604D-04
BENEFITRAID obsolete or Rev. 0

superseded
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

4.1 BENEHS
The activity of compensating employees via means other than salaries and wages.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
4.1.20 | REQUESTS FOR LEAVERTIME OFM | 3 years Destroy when | GS5604B09
obsolete or Rev. 0
superseded
4.1.21 | RETIREMENT INVEENT PORTFOLIC OPR | Closeout of agreement, | Dedroy when | GS5004B36
- AGENCIESPERATING THEIR OWN contract or account plus| obsolete or Rev. 0
PENSION SYSTEMS 6 years superseded
Documentation of all agency retiremen
system investment contracts,
agreements and accounts, including
domestic and international equities,
domestic fixed income, real estate,
venture and cash equivalents. May alg
include broker and partnership
agreements, performance reports,
correspondence, asset review and
addtional investment information.
4.1.22 | UNEMPLOYMENT INSURANRCEIMS | OPR | 6 years Destroy vhen | GS5604D05
OF INDIVIDUAL EMPLOYEES obsolete or Rev. 0
superseded
4.1.23 | YEARLY SURVEY/QUESTIONNAIRE| OFM | 3 years Destroy when | GS5901-04
EMPLOYEES COMMUTE TRIP obsolete or Rev. 0
REDUCTION superseded
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

4.2 EQUITY
The activity of ensuring fairness and equal opportunities for all employees
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPGITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
4.2.1 | ADA (AMERICANS WITH DISABILITIf OPR | Completion of Destroy when | GS5004C01
ACTIREHABILITATION ACT OF,1973 accommodation plus 6 | obsolete or Rev. 0
SECTION 504 CLAIM AND years superseded
ACCOMMODATIGMLES
4.2.2 | AFFIRMATIVE ACTIEBRECASTS OFM | 2 years Destroywhen | GS5004C02
obsolete or Rev. 0
superseded
4.2.3 | AFFIRMATIVE ACTION PLANS OPR | Keep until superseded | Destroy when | GS5804C03 | Contact your Regional Archivist
plus 6 years Potential | obsolete or Rev. 0 before destroying original record.
ESSENTIAL RECORPBeds sectity archival value See superseded Records from this series may be

backup- See remarks remarks

selected to be transferred to and
preserved at a Regional Archives
branch. The information in this
records series should be protected
from loss or damage by offsite
storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archives technical standards.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

4.2 EQUITY
The activity of ensuring fairness and equal opportunities for all employees
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPGITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
4.2.4 | AFFIRMATIVE ACTION STUDIES AN| OFM | 5 years Pdential Destroy when | GS5001-54 | Contact your Regional Archivist
REPORTS archival value See obsolete or Rev. 0 before digposing of this record.
remarks superseded Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch.
425 | EQUAL EMPLOYMERNPPORUNITY | OPR | Resolution plus 6 years | Destroy when | GS56004CG04 | Contact your Regional Archivist
COMPLAINTS AND CONCILIATIONS Potential archival value | obsolete or Rev. 0 before disposing of this record.
See remarks superseded Records from this series may be
selected to be transferred to and
preserved at a Regional Archives
branch subject to Equal Employmel
Opportunity rules ad regulations.
4.2.6 | EQUAL EMPLOYMENT OPPORTUNI] OFM | 3 years Destroy when | GS5004CG05 | Reference 29CFR1602.41.
REPORTS obsolete or Rev. 0
superseded

4. HUMAN RESOUR(Q
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

4.3 INDUSTRIAL INSURANCE
The actvity relating to the coverage of medical expenses and salary compensation for work related injuries and ilinesses.
DISPOSITION
IIII(EJM DESCRIPTION OF RECORDS AUTHORITY DIEIE(EI;’I\ITTILI?A\IC?"I\IODN DESIGNATION
: NUMBER (DAN
4.3.1 | CLAIMS COSREPORTS OR STATEMENTS GS5006G24 | 4 years NONARCHIVAL
Compilation of costs of processing claiagminst selinsured labilities Rev. 0 NONESSENTIAL
OFM
432 |9YLX 28 SNID&a vdzZ NIISNI & w&é&iRPNISNRON LR GS5006G06 | Retainfor 3 years after dte | NONARCHIVAL
NONESSENTIAL
Note: Department of Labor and Industr{gg:l) retainsne copy for 6 years Rev.1 of ;eport OEM
I O02NRIYyOS sAGK [3LQa NBO2NRa NBGSy then
Destroy.
4.3.3 | INDUSTRIAL INSURANCIRAIM LOG GS5006C01 | 3 yeas NONARCHIVAL
Rev. 0 NONESSENTIAL
OFM
4.3.4 | Law Enforcement Officers and Fire Fighters (LEOFF 1) Injury/Disability Claims GS201@82 | Retainfor 6 years after deati NONARCHIVAL
Records relating to injury and disability claims filed by law enforcement officers Rev. 0 of individual NONESSENTIAL
fire fighters who are members of the Washington Stdted. 9y ¥ 2 NOS Y § then OPR
YR CANB CAIKISNAEQ wS lirandbriaiog witlchiapter G S Destroy.
41.26 RCW.
Includes, but is not limited to:
1 Medical, dental, vision, lonagerm care records;
1 Claim and insurance payment information.
Excludes Local Disability Board records which are covered by(588@3.
Note: LEOFF Plan 2 injury/disabilityrakare covered by GSBB8C02, GS2016084,
GS5006G27, or GS506G31.
4. HUMAN RESOUR( Pagel160f 186
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

4.3 INDUSTRIAL INSURANCE
The actvity relating to the coverage of medical expenses and salary compensation for work related injuries and illnesses.
DISPOSITION
ILE)M DESCRIPTION OF RECORDS AUTHORITY DIEIE(EI;’I\ITTILI?A\IC?"I\IODN DESIGNATION
: NUMBER (DAN
4.3.5 | SeltinsuredEmployer Certification GS5006CG05 | Retainfor 2 years after NONARCHIVAL
ificati i NONESSENTIAL
Note: Department of Labor and Irstties(L&I) retains oneopy for 6 years after Rev.1 certlflcgtlon dWlthdrawn or OFM
termination of certificatiorh y | 002 NRI yOS gAGK [ 9.LQa Sl:;ren ere
en
Destroy.

436 |2t dzyiSSNJI CANB CAIKIESNEQ FyR wSaSNX GR010083 | Retainfor 6 years after claim| NONARCHIVAL
Records relating to injury and disability relief claims fileddiynteer fire fighters Rev.0 closed NONESSENTIAL
and reserve officers in accordance wittapter41.24 RCW. then OPR
Note: Claims filed with the State Board for Volunteer Firefighters and Res$gceesO Destroy.

0{. Cwh0 FNB NBIlIAYSR LISNXIySyifte Ay
schedule.

4.3.7 | WorkersCCompensatiorClaims(Department of Labor and Industri¢g General GS5006C02 | Retainfor 7 years after claim| NONARCHIVAL
Recordgelating to workes(zompensation claims filed bynloyees (and Rev. 1 closed NONESSENTIAL
volunteers) of agencies insured by the Department of Labor & Industries (L&) then OPR
accordance witlTitle 51 RCWand chapter296 WAC. Includes, but is not limited to Destroy.

Reports of Industrial Injurgr Occupational Disease.
Excludes claims for eye injuries covered by GSZATRA
Note: L&Iretains compensable clainfigr 75 yearsand norcompensable claims for 40
yearsin accordance witlits records retention schedule.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

4.3 INDUSTRIAL INSURANCE
The actvity relating to the coverage of medical expenses and salary compensation for work related injuries and ilinesses.
DISPOSITION
ILI(E)M DESCRIPTION OF RECORDS AUTHORITY DIEIE(BI;’I\ITTILI?A\IC?"I\IODN DESIGNATION
: NUMBER (DAN

4.3.8 | WorkersCCompensation Claims (Department of Labor and IndustrigEye GS201a084 | Retainfor 10years after NONARCHIVAL
Injuries Rev. 0 claim closed NONESSENTIAL
Records redting to workesxompensation claimfor injuries to eysfiled by then OPR
employees (and volunteers) of agencies insured by the Department of Labor & Destroy.
Industries (L&) in accordance witlitle 51 RCW anchapter296 WAC Includes,
but is not limited to, Reports of Industrial Injury
Note: L&Iretains compensable claims for 75 years and-oompensable claims for 40
years in acordance with its records retention schedule.

4.3.9 | WorkersCCompensatiorClaims(Selfinsured ¢ Compensable GS5806G27 | Retainfor 75 years after NONARCHIVAL
Records relatinga compensable workefrompensation claims filed by employee Rev. 1 claimclosed NONESSENTIAL
(and volunteers) of selfisured agencies iaccordance witHTitle 51 RCW and then OPR
chapter296 WAC.Includes, but is not limited t&Gelfinsurance Report of Destroy.
Occupational Injury or Disease
Note: All files of defaulting selisured employes shall be transferred to and will be
retained by Department of Labor and Industries (L&I) for 75 years after claim close
FOO2NRIyOS 6AGK [gLQa NBO2NRa NBGSyi
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

4.3 INDUSTRIAL INSURANCE
The actvity relating to the coverage of medical expenses and salary compensation for work related injuries and ilinesses.
DISPOSITION
ILE)M DESCRIPTION OF RECORDS AUTHORITY DIEIE(EI;’I\ITTIWIGI()):‘C?"I\IODN DESIGNATION
: NUMBER (DAN
4.3.10 | WorkersCCompensatiorClaims(Selfinsured ¢ Non-Compensable GS5006C31 | Retainfor 40years after NONARCHIVAL
Records relating to nenompensables 2 NJ ®miration claims filed by Rev. 1 claim closed NONESSENTIAL
employees (and volunteers) of sétisured agencies in accordance witile 51 then OPR
RCW anahapter296 WAC .Includes, but is not limited t&elfInsurance Report of Destroy.
Occupdional Injury or Disease
Note: All files of defaulting selisured employers shall be transferred to and will be
retained by Department of Labor and Industi{je&l)for 40 years after clairolosed in
FOO2NRIYyOS 4gA0GK [gLQa NBO2NRA NBGSyi
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

4.4 LABOR RELATIONS
The activity of managing relationshipsatdieg with the negotiation of labor.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECORI  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
4.4.1 | COLLECTIVE BARGAINDGBTRACT | OFM | Until approval of Destroy when | GS5004E04 | Contact your Regional Archivist
AND AGREEMENT NHBQOIONS FILE negotiated agreement | obsolete or Rev. 0 before disposing of this record.
Potential archival value | superseded Records from this series may be
See remarks selected to be transferred to and
preserved at a RegiohArchives
branch subject to any restrictions
provided by collective bargaining
contracts and agreements.
4.4.2 | COLLECTIVE BARGAIMNREEMENT] OPR | Termination plus 6 yearg Destroy when | GS5601-50 | Contact your Regional Archivist
- Potential archival valug obsolete or Rev. 0 before destroying original record.
ESSENTIAL RECORBeds security - See remarks superseded Records from this series may be

backup-- See remarks.

selected to be transfeed to and
preserved at a Regional Archives
branch. The information in this
records series should be protected
from loss or damage by offsite
storage of a security microfilm
backup at State Archives. Security
microfilm must meet Washington
State Archivetechnical standards.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

4.4 LABOR RELATIONS
The activity of managing relationshipsalieg with the negotiation of labor.
TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
4.4.3 | UNION ARBITRATIGNES OPR | 6 years Destroy when | GS5004E06
Case histories of disputes between obsolete or Rev. 0
agency and union settled through superseded
arbitration.
4.4.4 | UNIONORGANIZATION LISTS OFM | Destroy when obsolete | Destroy when | GS56004E05
or superseded obsolete or Rev. 0
superseded
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

4.5 MISCONDUCUIDISCIPLINEGRIEVANCE

The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECDR AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
45.1 | CIVIL SERVICE CASE FNEBEHEARD | OFM | Administrative Closure | Destroy when | GS5004B45
Cases may not be heard for the plus 3 years. obsolete or Rev. 0
following reasons: unprepared, superseded.
resolved, referred to another
jurisdiction, ineligible employees or
withdrawn.
45.2 | CIVIL SERVICE COMMISEIEBE FILE | OPR | Case resolved or closed| Destroy when | GS5604B35
Documentation of cases of violations o plus 6 years obsolete or Rev. 0
disciplinary actions submitteatthe superseded
Civil Service Commission.
4,5.3 | CIVIL SERVICE COMMISEXHBITS | OFM | Petition for review or Destroy when | GS5004B-37
PETITION FOR REVIEW FILED petition for obsolete or Rev. 0
Exhibits from Civil Service Commissior reconsideration filed superseded
hearings for which petitions for review plus 3 years, whichever
and/or petitions for reconsideation is longer.
have been filed, including documisn
affidavits and depositions.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

4.5 MISCONDUCUIDISCIPLINEGRIEVANCE

The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECDR|  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
45.4 | CIVIL SERVICE COMMISSION EXHIH OFM | Expiration of review or | Destroy when | GS5004B38
PETITION FOR REVIEW NOT FILED reconsideration period | obsolete or Rev. 0
Exhibits from Civil Service Commissior plus 3 years superseded
hearings for which petitions for review
and/or petitions for reconsideration
have not been fild, including
documerts, affidavits and depositions.
455 | CIVIL SERVICE COMMISSION OPR | Case resolved or closed| Destroy when | GS5604B39
INVESTIGATIGNLES plus 6 years obsolete or Rev. 0
Documentation of investigation of supersedd
improper hiring decisionand practices.
45.6 | EMPLOYEE CORRECTIVE ABNIDN | OPR | 6 years after completion| Destroy when | GS5004B-15
PROBATION DOCUMENTS of probation or obsolete or Rev. 0
disciplinary action, or superseded
destroy according to the
provisians of collective
bargaining contracts ang
agreements
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

4.5 MISCONDUCUIDISCIPLINEGRIEVANCE

The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) OTHER) RECDR AUTHORITY REMARKS
: OFM RECORD COPY COPIES NUMBER
457 | EMPLOYB®ISCONDUCT OFM | Case Closed plus 3 Yea| Destroy when | GS5004B46 | Investigative summary report goes
INVESTISTIONFILES SUSTAINED obsolete Rev. 0 the employee's Personnel File. Ses

Documentation compiled in official
investigations of employee misconduct
that result in findings of misconduct by
the employee, which may include the
complaint initiating thenvestigation,
investigative reports, statements, tape(
information, corrective actin,
correspondence and notes.

also State Law
Enforcement/Administrative and
Operational Records retention
schedule for Internal Investigations
(Sustained) and Internal
Investigations (Unfounded) L@RL-
23 and L031-24, respectively.
Consistent with RCW1406.450 and
WAC 35722-040 for civil service
retention rules for norrepresented
employees. Reference relevant
collective bargaining agreements fg
retention conditions for represented
employees.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

4.5 MISCONDUCUIDISCIPLINEGRIEVANCE

The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECDR|  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER

45.8 | EMPLOYB#ISCONDUCT OFM | Case Closed Destroy when | GS5004B47 | Consistent with RCW1406.450 and
INVESTIGATIGNLES UNFOUNDED obsolete Rev. 0 WAC 35722-040 for civil service
Documentation compiled in official retention rules for norrepresented
investigations of employee misconduct employees. Reference relevant
that do not result in findings of collective bargaining agreements fg
misconduct by the employee, which mg retention conditions for represented
include the complaint initiating the employees.
investigation, investigative reports,
statements, taped information,
corrective acton, correspondence and
notes.

45.9 | EMPLOYB#ISCONDUMEPORTS OPR | Termination of Destroy when | GS5004B48 | Usually retained as part of the
Official reports on findings of Employment plus 6 year| obsolete or Rev. 0 employee's Personnel file.
misconduct by agency employees and superseded
corrective action taken by the agency.

4.5.10 | FINAL AGREEMENT OPR | Termination or Destroy when | GS5001-51 | Reference RCW 7.75.

A written agreementhe parties enter withdrawal plus 6 years | obsolete or Rev. 0
into at the contusion of the resolution superseded

process which sets forth the settlemen
of the issues and the future

responsbilities of each party, if any.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

4.5 MISCONDUCUIDISCIPLINEGRIEVANCE

The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECDR|  AUTHORITY REMARKS
OFM RECORD COPY COPIES NUMBER
4.5.11 | GRIEVANCES AND APPEEISSONNE OPR | Resolution plus 6 years | Destroy when | GS56004E03
EMPLOYEE RHLBNS obsolete or Rev. 0
superseded
4.5.12 | INITIAL AGREEMENT OPR | Termination or Destroy when | GS5001-52 | Reference RCW 7.75.
A written agreementhat expresses the withdrawal plus 6 years | obsolete or Rev. 0
method by which the disputing parties superseded
shall attempt toresolve the issues in
dispute.
4.5.13 | WHISTLEBLOWHER/ESTIGATION OPR | Case closed plus 6 year| Destroy when | GS5604B25
REPORTS obsolete or Rev. 0
Agency copies of investigations of superseded

allegationsof fraudor vioktions of state
laws or regulations. Also includes
documentation of investigations into
alleged retaliation against indduals

making such allegations.
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Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

4.5 MISCONDUCUIDISCIPLINEGRIEVANCE

The activity of investigating and responding to employee misconduct, grievances and disciplinary matters.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECDR|  AUTHORITY REMARKS
' OFM RECORD COPY COPIES NUMBER
4.5.14 | WORKPLACE VIOLERGBEE FILES OFM | Case closed plus 6 year| Destroy when | GS5605A24 | *'Case closed" is intended to mean
Case files document incidents involvin obsolete or Rev. 0 that point in time when all
internal workplace violence. Includes superseded investigation and followup have

investigation, treatment, followup,
correspondence, corrective measures,
etc. May include secondary copies of
documentation filed in a individual's
personnel file.

been resolved, and no investigation
or follow-up are required.
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4.6 OCCUPATIONAIEALTIAND SAFETY

The activity of creating and maintaining a safe and healthy work environment for employees.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR]  AUTHORTY REMARKS
OFM RECORD COPY COPIES NUMBER
4.6.1 | AUDIOMETRIC THEHCORDS OFM | Retain for the duration | Destroy when | GS5105D-10 | Reference WAC 2962-09041 (4b).
INDIVIDUAL EMPLOYEE of the affected obsoleteor Rev. 0
SYLX 28S55Qa | superseded
See remarks
46.2 | EMPLOYEE MEDICAL AND EXPOSU| OPR | Termination of Destroy when | GS5004B-30 | Reference 29CFR1910.1020, WAC]
RECORDS employment plus 30 obsdete or Rev. 0 296-802-20005, and WAC 29802-
Documentation of orthe-job expasure years superseded 20010. Health insurance claims

of agency employees to hazardous
materials as well as medical informatio
compiled and maintained by the agenc
on individual employees to document
their physical condition, the effects of
workplace conditions on their health,
and their physical ability to perform
essential job functions. See
29CFR1910.1020, WAC 28@-20005
and WAC 29802-20010 forfull

description. See Remarks.

records maintained separately from
your medical program records, and
records of firstaid treatment made
on-site by a norphysician and filed
separately from the employee
medical records, are not required tq
be retained for 30 years after
termination of employment, and
thus are not considered part of this
records series by WAC 2862-
20005.

4. HUMAN RESOUR(Q
MANAGEMENT

Pagel28of 186



Washington State Archives
Office of the Secretary of State

Local Governmen€anmon RecordsRetention ScheduléCORE

Version 2.1 (July 201C

4.6 OCCUPATIONAIEALTIAND SAFETY

The activity of creating and maintaining a safe and healthy work environment for employees.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORTY REMARKS
OFM RECORD COPY COPIES NUMBER
4.6.3 | ERGONMIC FILES OFM | Last action taken plus 3| Destroy when | GS5105D-11
Ergonomic files document the analysis years obsolete or Rev. 0
action, and measures taken to adjust superseded
workplace environment to help prevent
work-related injuries. Files include
name of employee, supervisor,
organization unit, location, anaction
taken to adjust workstatin or
environment.
4.6.4 | FIREAND OTHER EMERGENCY DRIY OFM | 3 years Destroy when | GS56006G10
REPORTS obsolete or Rev. 0
superseded
4.6.5 | HEPATITIS B VIRUS (HBYD) HUMAN | OPR | Termination of Destroy when | GS5004B04 | Reference 29 CFR 1910.1020. Thig
IMMUNODEFICIENCY VIRUS (HIV) employment plus 30 obsolete or Rev. 0 record should be protected from
EXPOSURE REPORTS AND WAIVER years superseded damageor loss by offsite storage of

ESSENTIAL RECORBeds security

backup- See remarks.

a security copy, or by keeping a list
that identifies the location of other
copies inside and outside the ageng
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4.6 OCCUPATIONAIEALTIAND SAFETY

The activity of creating and maintaining a safe and healthy work environment for employees.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO. SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORTY REMARKS
OFM RECORD COPY COPIES NUMBER
4.6.6 | INDUSTRIAL HYGIBNENITORING OPR | 30 years Destroy when | GS5006G33
FILES obsolde or Rev. 0
Files document the monitoring of superseded
agency work environments for industrig
health issues May be for air quality
noise level, presence of chemicals, etc
Includes sample, test results, coctve
action taken if any, etc.
4.6.7 | NOISE EXPOSURHEPORTS INDIVIDU| OFM | 2 years See remarks Destroy when | GS5006G29 | Reference WAC 2962-09041 (4a).
EMPLOYEE obsolete or Rev. 0
superseded
4.6.8 | OCCUPATIONAL INJURIES OFM | 5 years Destroy when | GS5006G21
ILLNESSES U.S. BUREAU OF LABO-R obsolete or Rev. 0
STATISTIC®G AND SUMMARY superseded
4.6.9 | PENALTY ASSESSMENTIFICATION | OPR | 6 years Destroy when | GS56006G20
obsolete or Rev. 0
superseded
4.6.10 | REFERENCE AND INFORMATION OFM | Destroy when obsolete | Destroy when | GS5105D-04
MATERIALBECEIVED FROM SAFET or superseded obsolete or Rev. 0
AGENCIES superseded

Bulletins, pamphlets, notices, posters,
etc.
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4.6 OCCUPATIONAIEALTIAND SAFETY

The activity of creating and maintaining a safe and healthy work environment for employees.

TEM OPR PRIMARY (SOURCE SECONDARY (AL|  DISPOSITION
NO SERIES TITLE AND DESCRIPTION or DOCUMENT/ORIGINAL) | OTHER) RECOR[  AUTHORTY REMARKS
' OFM RECORD COPY COPIES NUMBER
4.6.11 | RESPIRATOR FIT THEBJORDS OFM | Destroy after next test | Destroy when | GS5105D-07 | Reference WAC 2962-07194 (3).
administered See obsolete or Rev. 0
remarks superseded
4.6.12 | RESPIRATOR PROGRAMFILE OFM | Destroy when obsolete | Destroy when | GS5105D-08 | Reference WAC 2962-07194 (4).
or superseded See obsolete or Rev. 0
remarks superseded
4.6.13 | SAFETY COMMITTERIUTES OFM | 1 year Destroy when | GS5105D09 | Reference WAC 29800-13020
obsolete or Rev. 0
superseded
4.6.14 | SAFETY TRAINIRIGE§ GENERAL OPR | 6 Years *See Remarks | Destroy when | GS5105D12 | If the training is for handling
Documentation of safety training class¢ obsolete or Rev. 0 hazardws materials see the
(except for hazardous materialsee superseded. Hazardous Materials Admin Sectior|

Remarks), some of which may be
required by specific job classifications.
May include lists of job required trainin
for specific labor categories, trang
calendars, course info, vendor
documentation, course materials,

attendance logs and correspondence.

GS56019-09 and GS509-17.
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